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Company Description

Who is Turner &Townsend?
All over the world people are using buildings, infrastructure, and assets we helped to deliver. It could be the hospital they


https://www.careercross.com/company/detail-373282

work in, the railway they travel on every day, the fuel that powers their car or the data centre they depend on at work. For
more than 75 years we’ve been helping to deliver transformational programmes across the real estate, infrastructure and
natural resources sectors, making a difference to people’s lives and ensuring a return on investment for our clients and their
investors.
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Our purpose:

Transforming performance for a green, inclusive, and productive world.

The world is changing and we have a responsibility to support that change, helping drive it and be part of it. Through the
commitment, capability and care our team brings, we build trust between clients, suppliers, governments and society.
Delivering better outcomes that have a positive impact on the world around us. We work smarter to face the challenges of
the future; bringing the clarity that helps teams realise their full potential across the real estate, infrastructure and natural
resources sectors. It's how we’ve made the difference for more than 75 years.
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Our values:

Love a challenge: We love a challenge and we work hard to make change happen and see things through. We don’t stand
still,challenging ourselves and others to do better every day. And we are trusted to do the right thing, raising standards all the
time.
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Stronger together: We're stronger together by connecting people in diverse teams, so that we can all collaborate to deliver
our best work. We focus on what matters and use our influence to build a better world for everyone.
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Bring out the best in everyone : We bring out the best in everyone. We help each other to make the most of our potential,
always learning from our experience. We treat each other with care and respect and make time to give everyone a voice.
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Job Description

We are seeking a highly organized and detail-oriented Finance Assistant to join our team. In this role, you will play a crucial
part in supporting the day-to-day financial operations of our organization. Your responsibilities will include, but are not limited
to:
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Responsibilities:

« Accounts Payable
o Process vendor invoices and record them in the tracker
o Communicate with vendors for setting up credit terms and payment schedule
o input data accurately in the accounting system
o Filing and storing invoices and packing slips
o Book expenses in proper GL accounts
o Communicate with India team to ensure same GL accounts are used in line with the group
« Accounts Receivable
o Update sales invoice analysis and ensure monthly invoices are completed in line with the forecast
o Post cash receipts in the system
o Coordinate with the collection team in UK and commission managers locally to minimize overdue accounts
« Expense Tracking
o Process employee expense claims and ensure they follow company policy
o Monitor company expenses and generate spending reports as requested
« Other finance and accounting related tasks
o Assist in month end financial reports preparation
o Communicate with third party service providers for payroll processing tax payments
o Prepare payments, reconcile bank accounts and manage other day-to-day banking matters
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Qualifications
Requirements:

Bachelor’s degree in business or accounting

Graduate or 1-2 years relevant experience in a similar role
Proficiency in accounting software as well as Microsoft excel
Effective communication and teamwork abilities

Excellent multitasking and time management skills

Basic understanding of accounting principles and financial statements
Proficient in English

Native level in Japanese

Preferred Skills:

« Nissho Boki (Japanese bookkeeping certificate) Level 3
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Additional Information
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Join our social media conversations for more information about Turner & Townsend and our exciting future projects:
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