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Job Description

Job Title: Payables Clerk
Department: Finance
Reporting To: Finance Manager


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 Invoice receipt, posting and reconciliation 
· Receive approved purchase orders, tax invoices, supplier statements, payment requests, Job Masterfiles, client billing invoices, and related supporting documents.
· Verify supplier, job, amount, GST, bank, approval, credit terms, and supporting details; return incomplete or inconsistent requests for correction.
· Post valid supplier invoices in MYOB promptly and reconcile statements of account against invoices, credits, and payment records
2.2 Payment preparation and internal review.
· Prepare payment vouchers and attach complete invoices, purchase orders, approvals, quotations, job support, and other required documents.
· Schedule monthly, immediate/no-credit, Customs/Transport, prefund, and urgent payments according to approved terms, cut-offs, priorities, and available funds.
· Submit complete payment packs to the Finance Manager for checking and approval before bank processing.
2.3 Banking and telegraphic transfers
· Prepare approved bank entries and telegraphic transfer forms, confirm beneficiary and currency details, and coordinate foreign-exchange requirements with the bank.
· Monitor pending authorizations and payment status without bypassing the Company's segregation of duties.
· After authorization, download remittance advice and relevant references, send confirmation to suppliers and departments, and update MYOB and payment trackers.
2.4 Supplier service and records
· Request supplier statements before and after month-end, resolve discrepancies, and respond professionally to payment-status inquiries.
· Maintain complete, sequential, and audit-ready hard-copy and digital records of vouchers, invoices, approvals, bank batches, TT forms, FX confirmations, and remittance advice.
· Report duplicate, suspicious, incorrect, overdue, or unsupported transactions immediately to the Finance Manager.

3. KEY PERFORMANCE INDICATORS
· Valid invoices are posted and payment vouchers prepared within approved timeframes.
· Payments contain complete support and correct approvals before bank entry.
· Supplier statements and MYOB balances are reconciled, with discrepancies followed up promptly.
· Remittance advice is distributed and payment trackers updated promptly after authorization.
· No avoidable duplicate, unauthorized, or incorrectly directed payment occurs.

4. MEETINGS
· Attend 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.
· [bookmark: _GoBack]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. 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: Payables Clerk					Position: 				
Signature: 						Signature: 				
Date: 							Date: 					
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