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Job Description

Job Title: Finance Manager
Department: Finance
Reporting To: Managing Director / Company Director


1. WORKING HOURS / ROSTER
1.1 Normal working hours are:
· Monday to Friday: 8:00am – 5:00pm
· Saturday: 8:00am – 10:00am
1.2 The Employee may be required to work reasonable overtime, including after-hours, weekends, or public holidays, in accordance with business and operational requirements.

2. KEY RESPONSIBILITIES AND DUTIES
2.1 Financial reporting and analysis
· Extract and compile monthly financial data from MYOB and other approved sources.
· Prepare accurate monthly financial books and management reports, including income, expenses, cash flow, balance sheet information, and supporting schedules.
· Analyze material fluctuations against prior periods, budgets, and operational activity; prepare clear variance explanations and recommendations.
· Submit finalized monthly reports to management by the required deadline and respond promptly to urgent financial queries.
2.2 Cash flow, banking and payment control
· Monitor cash flow, bank balances, receivables, payables, prefunds, and upcoming commitments; advise management of funding requirements and risks.
· Review payment vouchers, supporting documents, payment schedules, bank entries, telegraphic transfers, and remittance advice before or after authorization as applicable.
· Maintain segregation of duties and ensure payments are supported, approved, accurately posted, and properly filed.
2.3 Department leadership and operational control
· Plan, assign, supervise, and review the work of Finance staff, including invoicing, receivables, payables, payroll support, and reporting.
· Set deadlines and service standards; monitor daily, weekly, monthly, and annual deliverables and resolve or escalate delays.
· Coach and train staff, conduct performance discussions, promote accountability, and arrange coverage for absences and peak workloads.
· Coordinate with Customs, Transport, HR/Admin, Operations, and management to ensure complete documentation and timely financial processing.
· Regularly review Finance workflows, identify bottlenecks or control gaps, and recommend practical improvements to management.
· Draft, update, communicate, and implement approved Finance policies, procedures, trackers, templates, and internal controls.
· Monitor use of MYOB, HILCOMS, banking portals, shared records, and other approved systems to maintain accuracy, consistency, and audit trails.
2.4 Compliance, audit and corporate support
· Maintain a compliance calendar covering monthly, quarterly, and annual obligations, including IRC lodgements, year-end financial books, insurance, and assigned work permit or visa renewals.
· Coordinate with external accountants, auditors, banks, insurers, government bodies, and management; provide complete records within deadlines.
· Monitor regulatory and company requirements and ensure finance activities comply with applicable laws, accounting policies, and approved controls.



3. KEY PERFORMANCE INDICATORS
· Monthly financial reports completed accurately and submitted by the approved deadline.
· Payments, receivables, cash flow, and bank positions monitored and reported without avoidable interruption or control failure.
· Statutory lodgements, insurance, and assigned compliance renewals completed on or before due dates.
· Finance backlogs, errors, unreconciled items, and audit findings are minimized and resolved promptly.
· Team deadlines, training, performance, and approved workflows are consistently maintained.

4. MEETINGS
· Attend Management Meeting, Finance Department Meetings and any other meetings as reasonably required by the Company.
5. GENERAL
· Perform all duties in accordance with Hi-Lift Company Ltd policies, procedures, internal controls, confidentiality requirements, and safety standards.
· The Company reserves the right to vary duties consistent with the Employee's role, skills, and operational requirements.
· Protect confidential financial, employee, client, supplier, banking, and commercial information and disclose it only to authorized persons.
· Maintain respectful, timely, and professional communication with management, colleagues, clients, suppliers, banks, regulators, and other stakeholders.
· Immediately report material errors, suspected fraud, control breaches, system issues, or risks to the appropriate supervisor or management.

6. [bookmark: _GoBack]ACKNOWLEDGEMENT
By signing below, I confirm my acceptance of this Job Description and my commitment to carry out my duties to the best of my ability.


EMPLOYEE DETAILS					FOR AND ON BEHALF OF HI-LIFT COMPANY LTD
Employee Name: 						Name: 					
Position: Finance Manager					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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* P.O. Box 830, Port Moresby, National Capital District, Papua New Guinea Business Registration number:1-100170  Tax Identification Number: 500050104
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