
 

 

 
 

Job Description – Accountant 
 

Please refer to Clause 3.5 Job descriptions of the Support Staff Collective Agreement 
 

Position Title Accountant 

Reports to Business Manager, The Principal and The Board of Trustees 

Working 
Relationships 

Business Manager, Principal, Heads of Faculty, Heads of Department, 
HR Manager, Senior Leadership Team. 

 
Purpose of the position 
 
Responsible for overseeing the monthly and annual accounts, budget preparation and 
reporting, fixed assets, payroll and annual audit.  Will help to ensure our financial processes 
are accurate, efficient and compliant while providing high quality financial support and 
expertise. 
 

Key Responsibilities Appraisal Indicators 

Prepare the annual operating and capital 
budgets 

Presented to Senior Leadership and 
Finance Committee within established 
timeframes 

Complete year end accounts and provide 
relevant supporting documents to the 
Service Provider 

Submitted to Service Provider by the 
agreed deadline 

Oversee and provide the Annual Report and 
relevant supporting documents to the 
Auditor 

Submitted to Ministry of Education by the 
31st May each year 

Oversee completion and submission of 
Payroll information 

All required changes to payroll actioned 
promptly 

 
Tasks and Duties 
 
General Ledger Reporting and Financial Accounting 

●​ Prepare and present the annual operating and capital budget and present to 
Senior Leadership Team and Finance Committee 

●​ Provide budget owners with regular information and monthly actual versus budget 
reports 
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●​ Monitor actual expenditure against budget and follow up any variances with budget 
owners 

●​ Support budget owners and management with financial enquiries and provide 
account expertise where required 

●​ Maintain and review the general ledger accounts to ensure they are accurate 

●​ Complete month end and year end processes 

●​ Complete general ledger reconciliations and identify and prepare the necessary 
journal entries 

●​ Conduct detailed financial analysis when requested 

●​ Prepare a monthly agenda and management accounts and present at the finance 
committee meeting 

●​ Prepare and submit GST returns 

●​ Oversee term deposits and prepare cashflow analysis where necessary to ensure 
term deposits funds can be accessed when required in consultation with Finance 
Committee Chair where appropriate 

●​ Oversight of all accounts functions 

Fixed Asset Management 

●​ Maintain fixed asset registers, ensuring accurate reporting of assets, additions and 
depreciation rates 

●​ Regularly review depreciation rates and impairment of fixed assets 

●​ Reconcile the fixed asset register to the general ledger 

Year end Audit 

●​ Provide Annual Accounts to the Auditors and the Ministry of Education by the 
required due dates 

●​ Provide supporting information and liaise with auditors and service provider to 
ensure relevant deadlines are met 

Payroll 

●​ Submit payroll information for teachers and support staff into EdPay 

●​ Keeping up to date with changes to Staff Collectives and Ministry of Education 
directives that may impact payroll 

●​ Review fortnightly payroll report (SUE report) against Toolkit 

●​ Monitor banked staffing 

●​ Oversight of all payroll functions 

 
 



 

Accounts Receivable Management 

●​ Responsible for account receivable process within Xero, ensuring timely and 
accurate billing and receipting of payments 

●​ Follow up overdue accounts in Xero to minimise outstanding debt 

●​ Oversee the student payment system and provide support where required 

 
 
General Responsibilities 
 

●​ Provide cover for other staff, as required in the Accounts Office 

●​ Attend to staff, student and public enquiries via telephone, email or counter 

●​ Other duties as directed by the Business Manager and the Principal 

●​ Ensure the safety and wellbeing of themselves, others and students at all times 

●​ Ensure compliance with all relevant legislation, school policies and processes and 
accounting standards 

 
 
Declaration: 
 

Approved by: Signature of the person with the authority to approve the job description 

Date approved: Date upon which the job description was approved 

Reviewed: Date when the job description was last reviewed 

Appointee: Signature of the appointee 

Date appointed: Date upon which the appointee has been offered the position 

 
 

 
 


