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ADMINISTRATION OFFICER

(Accounts Receivable)

Purpose of Role

The person holding the role of Administration Officer (Accounts Receivable) is responsible for ensuring the
smooth running of day-to-day accounts receivable at Bright Brewery and related businesses. Ensuring all
transactions are documented and processed in an efficient and time effective manner, meeting regulatory
timeframes. This includes ensuring effective information flows throughout the business, compliance to
business processes and ongoing improvement of the administration systems.

This role reports to the Finance & Administration Lead.
The Administration Officer (Accounts Receivable) will assist the Administration Officer (Bright Brewery) with
their accountabilities and responsibilities

Accountabilities and Responsibilities

Accounting & Finance

. Ensure proper records are kept and all transactions are recorded and processed in an accurate and
efficient manner.

. Be accountable for Bright Brewery wholesale accounts receivable, responding to customer account
enquiries, processing payment data, debtor management and processing monthly statements to
Debtors.

. Work with the Finance & Administration Lead for management of Debt Recovery of Bright Brewery
Wholesale customers.

. Monthly reconciliation of accounts receivables aging EOM check.

. Accountable for accounts receivable processes for Bright Brewery related businesses

° Keep abreast of changing compliance requirements as they apply to the business.

. Note areas where accounting systems need improvement.

o BB Excise monthly and annual excise returns

. Bank allocations for Me&U, or equivalent, and POS venue transactions

° Processing and reconciling Strip and PayPal, or equivalent, transactions for online sales

° Online beer club inputs

° Setting up of gift vouchers

. Assist Administration Officer (Accounts Payables & Payroll) with WISE card and other company credit
card

. Assist Administration Officer (Accounts Payables & Payroll) with CDS register maintenance and
reporting

Performance Reporting
. Preparation of regular and ad hoc reports for Departments as required.

. Preparation of & lodgement of Govt reporting as required.

Human Resources

. Help maintain a safe and secure work environment.
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e Assist other administration staff through coaching and guidance to ensure ’ h

performance objectives are achieved. QEEWE RY

. Keep abreast of changing employment conditions as they apply to the business.

General Business Administration
e Ensure adequate understanding of other finance/admin process is maintained including Bright
Brewery accounts payable, payroll and administration and reporting processes.

. Ensure Bright Brewery presents itself internally and externally in a professional manner and daily
business operations run smoothly.

. Responding to incoming phone calls and emails in a timely and appropriate manner.

. Directing both telephone and email enquiries to the appropriate staff member and/or taking
messages.

. Creating and maintaining written procedures for all key administration processes relating to her role.

. As required assist the Finance & Admin Lead / departments with administration, preparation of
procedures and correspondence.

This position involves:

. Flexibility with your roster

. Providing high level of support and service

. Dealing with staff, customer and supplier questions and complaints where appropriate and in line
with company policy.

. Becoming familiar with Bright Brewery and P.A. Carlton, its products, services & events

. Reporting all accidents and hazards in your work area and complete all paperwork as required.

° Other duties as required

Skills Required

Experience in administration Must have
Understanding of procedures and policies Must have
Understanding of financial management principles Must have
Excellent organisational and multitasking abilities Must have

An analytical mind with problem-solving skills Must have
Process driven with strong attention to detail Must have
Knowledge of business finance software Must have
Computer savvy (E-mail, MS Word, MS Excel) Must have
Clear and friendly phone manner Must have
Ability to act ethically always Must have
Self-motivated, outcomes oriented, person of action Must have

A team player Must have

An understanding of local tourism industry AND/OR craft beer Highly desirable
Post-secondary education Highly desirable
Understanding of key drivers in the business Highly desirable
Ability to make work fun Highly desirable

Position Details
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®  Full-Time — Hours Mon- Fri 9:00 — 5:00 (as per conditions set out in individual B R ' h HT

contract) %REWERY

. Punctuality with a well-groomed appearance always.
. Bright Brewery is a family-friendly employer and will consider flexible working
arrangement proposals.

Ensure the Bright Brewery values are always in action while performing
The role.
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OUR VISION OUR MISSION

To be aninnovativeand respected To create great beers and
brewing and hospitality leader, experiences that deliver a lasting
enriching communities through positive impact on our people and

internationally regarded beers and communities
experiences

OUR VALUES

We strivetoencourage Active,
Inclusive, Sustainable and Authentic
people, communities, business and

lifestyles, celebrated with great beer

ACTIVE INCLUSIVE

We are active in our
community

We embrace active lifestyles
We create innovative products

We are an inclusive place of
gathering for our community
and we foster a sense of
belonging for all

We provide an inclusive
workplace for our staff and
foster a supportive team
environment

We value and respect the
diverse talents and
perspectives of our team
and communities

We design our products and
experiences with inclusivity
in mind

We are engaged with our
people, our community and
our market
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SUSTAINABLE

We're passionate about our
Alpine environment

We seek to minimise our
environmental impact

We manage our business for
the long-term, providing a
viable future for our
community, our staff, and
our customers

AUTHENTIC

We do what we say we're
going to do

We deliver on our
commitments

We are honest and respectful
in our relationships

We create genuine products
and experiences
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