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Finance and Administrative Manager
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WJob Description
We are looking for a hands on person as Finance Manager for an independent boutique hotel in Hokkaido Japan. In a small
hotel environment you have more opportunity to expand your role and make an impact.

The position will initially be based on site in with some flexibility for remote working at a later stage can be considered.


https://www.careercross.com/company/detail-184450
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Reporting directly to the General Manager he/she will be a key member of the hotel team who oversees the finance and
administrative management of the Hotel operations .

The Finance Manager is accountable for maintaining proper bookkeeping and financial reporting according to JGAAP and
Hotel Uniform System. He/she is also responsible in establishing operational controls and monitoring mechanism to minimise
any operational risks for the Hotel and operating entity.

He/she is also responsible for the Administrative duties including overseeing the Human Resource Engineering IT and
general affair tasks that are fundamental functions for the Hotel's back of house operations.

The Finance and Administrative Manager is the financial controller of the Hotel and as such is tasked with handling and
managing the hotel budget cash management operational performance reporting accounting insurance tax payroll and other
related matters for the Hotel. A hands on approach to the role is required including maintaining and control of the bank
accounts FFE reserve provisions and cashflow of WACC.

In this exciting and challenging position the Finance and Administrative Manager will be required to make decisions in terms
of financial cash management budgeting and cost control.

As Finance and Administrative Manager he/she is also responsible for providing timely and accurate reporting to support
management team to achieve profitability and productivity. Also reporting in compliance with the parent company group
reporting requirements.
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BSkills and expertise

University degree in accounting finance economics business management real estate investment or any subject with a
particularly strong focus on financial reporting and data analytics.

Minimum 5 years hotel experience working in a similar role in the areas of finance general affairs cost control accounting is
mandatory

Highly competent with the JGAAP and Hotel Uniform System of accounts Japan tax laws and labour regulations
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