FOREFRONT

Leading through our people
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POSITION VACANT - PROJECTS ADMINISTRATOR

WE'RE HIRING!

At Forefront Services we understand that our greatest resource is
our PEOPLE. To help us continue to achieve this, we are currently
seeking an experienced Projects Administrator to join our growing

Grange based team
Reportlng to the: Projects Accountant you will be primarily responsible for the customer
invoicing ‘process; from job creation through to the compllatlon of data and final
sinvoi m&gf projects.
Wo be successful in this role, you will have a c6unt|ng/adm|n|strat|on background, a
kt{ong'aﬁegtlon to detail and exceptional ac I-Lﬁ‘a'xcy and organisational skills.

Re on5|b|I|t|es include, but are not limited to:
ereation within our Job management softwarg (SlmPRO)
Compiling of data for invoicing
Reconciliation of jobs to site documents
Interpreting various contracts and ensuring customers are invoiced accordingly

Raising customer invoices
stomer records

Malntalnln 'c
i ollections of overdue invoices
ng contact with our site representatives, head office & customers
eet collati@n for Sydney projects-based personnel
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Have do” attitude and be a great team playel S——— -
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o Possess intermediate to advanced Excel _sk|II
e Good commumcatlon Skl”S and mterger (
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Have exceptional time m‘&n gem ility to prioritise competing workload
Can work
Thisisa' ced Projects Administrator to

-

join our Compan ct perlod We will provide a competitive
" salary package a opportunity to work w@ a Company CONTACT US

that genuinely values its employees. For a confidential discussion,

please contact Nick Leslie on
02 6362 7070.

Please forward your application to

=

recruitment@forefrontservices.com.au



