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PURPOSE STATEMENT  

The role is focused on contributing to the overall success of the business by providing a high standard of accounts 
payable processing and reconciliation skills meeting set deadlines. 

The primary purpose of this role is to: 

• Accurately and efficiently reconcile all Mitre 10 Petone and Retail supplier invoices and statements, 
ensuring stock is correctly loaded and the reconciliations are completed within set deadlines  

 

• Assist in the processing of Local Suppliers and Trade Direct to Site invoices as required 
  

• Assist in implementing any new accounts payable processes, procedures and systems including training 
and supporting the finance team and wider team 
 

The role demands: 

• Accurate data entry skills  

• Effective verbal and written communication skills 

• Excellent time management skills with the ability to work to deadlines 

• Good numeracy skills 

• Well developed interpersonal skills at all levels 

• Good organisation skills. 
 

VISION, PURPOSE AND VALUES 

 

 

 

 

 

 

 

 

 

POSITION DETAILS 

Position Title Accounts Payable Officer 

Petone & Porirua Reconciliation 

Reports to (Position Title) Accounts Payable Team Leader 

Department / Division  Finance 

Nature & Number of Direct Report N/A 

Nature & Number of Indirect Reports N/A 

Date January 2022 

Accounts Payable Officer 
Local Suppliers (All Stores) & Upper 
Hutt Reconciliation 

POSITION DESCRIPTION 
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KEY ACCOUNTABILITIES OF POSITION 

Accountability 
Description 

 

Petone & Porirua Store 
Reconciliations 

The below relates to Mitre 10 NZ/Support Centre suppliers only for Petone & Porirua 
stores 

• Reconcile statements  

• Accurate loading & matching all stock invoices from inwards goods to relevant 
packing slips and acquiring P.O.D.s when necessary  

• Accurate loading all non stock invoices including seeking relevant approvals 

• Resolving any invoice problems raising credits where necessary  

• Follow up outstanding credit claims 

• Sending data to Mitre 10 New Zealand 

• Follow up on 90 day creditors 
 

POS Cover • Ensure you are fully trained and competent to provide cover at POS during peak 
periods and staff absences 

Health & Safety  Demonstrate safe behaviours and make sure that you and others are safe at your 
place of work 

• Treat safety as your first priority and encourage other team members to do the 
same 

• Make sure your place of work is clean and tidy – keep an open eye for hazards and 
report them 

• Follow safe work practices, rules and instructions and make sure you are trained 
before you use any company equipment 

• Avoid ‘horse play’ and behaviour that could result in harm to others 

• Wear PPE as required and directed 

• Check the safety of plant and equipment before use and report any defects 

• Learn relevant policies, procedures and work instructions and follow these 

• Contribute to the overall safety culture by voicing your ideas and suggestions and 
developing solutions on H&S performance 

• Report hazards, incidents and work related injuries / accidents promptly in 
accordance with the company’s Health & Safety Policy 

Compliance 
Management  

 

• Project a favourable Company image through personal appearance, knowledge 
& attitude. 

• Comply with Mitre 10 Company Policy and Rules at all times. 

• Assist in, or carry out, other duties as reasonably required by management. 

 

KEY PERFORMANCE STANDARDS 

Accounts Payable 
 

• AP closed off by the 6th working day – with goal to reduce to 4th working day 

• Petone & Porirua reconciliations completed by the 15th of the following month 
with the aim to reduce 

• All 90 day creditors resolved by the last day of the following month 

• All outstanding credit claims followed up and resolved  

• A high level of accuracy of data entry and reconciliations 

• Organised and accurately filed documentation with sufficient audit trails 

Customer Service • Resolving all queries internal and external within an appropriate timeframe. 

Engagement • Demonstrated willingness to assist within the Support Services team and other 
areas of the store. 
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WORKING RELATIONSHIPS 

Frequent People Contact Nature of Contact and Why 

Contact Centre Administrators 
Working with this team to assist in AP, ensuring accuracy and 
that deadlines are met.  Ongoing training and sharing of 
knowledge 

Petone, Upper Hutt and Porirua team members 
and managers 

Resolving queries and data entry with delivery dockets and 
packing slips.  Authorisation of invoices for payment.   

Inwards Goods team members 
Resolving queries and data entry with delivery dockets and 
packing slips 

External suppliers  Resolving invoice and credit claims queries 

 

POSITION HOLDER SPECIFICATIONS 

Qualifications required N/a 

Total years of experience required • Minimum of 3 years accounts payable experience 

Other specific Technical skills required  
• Good understanding of finance/computer systems 

and  Microsoft Office 

Competencies required: 

• Accurate data entry skills.  

• Excellent customer service skills.  

• Effective verbal and written communication skills. 

• Excellent time management skills with the ability to 
work to deadlines. 

• Strong problem solving skills with the ability to 
identify a range of appropriate solutions. 

• Good numeracy skills 

• Well developed interpersonal skills at all levels. 

• Self starter and able to work with minimal 
supervision 

• Excellent organisation skills 
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