                                                                          
 
 
Position Title - Accounts Payable Officer 
Purpose of Position 
Assist Manager Finance with financial and accounting duties 
 
Key Relationships 
Responsible to: Manager Finance, Head of Corporate Services, Chief Executive Officer 
 
Key Responsibilities 
Accounts Payable  
· Assist Manager Finance in updating master-file  
· Perform regular follow ups on outstanding payments  
· Ensuring the federation’s obligations to vendors and suppliers are met by processing invoices, managing payments, and maintaining financial records.  
· Invoice Processing: Receiving, verifying, and processing invoices from vendors and suppliers.  
· Payment Management: Ensuring timely and accurate payment to vendors and suppliers.  
· Record Keeping: Maintaining records of invoices, payments, and vendor information.  
· Reconciliations: Reconciling invoices and payments with vendor statements.  
· Expense Tracking: Monitoring and managing expenses.  
· [image: ]Cash Flow Management: Contributing to efficient cash flow by ensuring payments are made on time and report to Manager Finance and Head of Corporate.  
· Vendor Communication: Communicating with vendors regarding invoices and payments.  
· Documentation and Reporting: Preparing reports and supporting documentation for audits and other purposes.  
· Other Duties: Must be able to work in evenings and weekends. 
Skills and Qualifications:  
· Attention to Detail: Accuracy is essential for processing invoices and payments correctly.  
· Strong Organizational Skills: Keeping records organized and managing multiple tasks efficiently.  
· Problem-Solving: Identifying and resolving discrepancies and issues related to invoices and payments.  
· Familiarity with Accounting Software: Proficiency in using accounting software 
· Knowledge of Financial Procedures: Understanding accounting principles and financial procedures.  
· Communication Skills: Communicating effectively with vendors and colleagues.  
· Accounts Payable Clerk/Assistant: Entry-level role focusing on basic invoice processing and recordkeeping.  
· Administration roles from time to time assisting both in Accounts, HR and Administration sections of SF. 
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Selection Criteria 
 
Qualification: 
· Minimum qualification required - Diploma in Business or Accounting from a recognized institution of higher learning. 
· At least 2 years relevant working experience 
 
Skills and Abilities  
· Computer literate – Operate standard office computer applications and manage databases and spreadsheets 
· Be a strategic and innovative thinker with the ability to be ‘hands-on’ in the delivering FFS initiatives 
· Ability to establish and maintain effective working relationships 
· Ability to multi-task, good planning & organizational skills 
· Exceptionally organized and excellent time management skills 
· Excellent record keeping and reporting skills 
· Previous work and experience in a similar role 
· Communication and Presentation – communicates clearly in English and Samoan, both verbal and written 
· Must be computer literate with advanced skills in Microsoft Word and Excel 
· Have a knowledge of Accounting Software e.g. Xero, MYOB 
 
Personal Attributes: 
[image: ] 
· Commitment and Personal Drive - Work effortlessly in any circumstances. Committed to work, team and organization by cooperating in team activities. Works well with team to achieve a common goal. 
· Exceptional work ethics 
· Honesty - Acts with integrity always. Demonstrates precision when preforming duties. 
· Always maintain professional conduct 
· Demonstrates precision in work operations 
· Must be honest, reliable and can work with minimum supervision 
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