
 

 

 

Business and Finance Administrator 

The Basics 

Title  Business and Finance Administrator 

Position Type  Up to 0.8 FTE 

Reports To  Founder & CEO 

Hours of Work  9.30am - 1.30pm, Monday-Friday (some flexibility)  

Place(s) of Work  Nanogirl Labs’ Offices, Ponsonby 

 

About Nanogirl Labs 
Nanogirl Labs is trying to change the world. We are a socially conscious business that creates products, 
services and experiences combining entertainment, education and technology. We are curious and 
passionate, and through our work combine our love of science and technology with a deep love of people, 
and a belief in their potential. We care about the world at large, but one key mission that drives us is the 
belief that everyone – Everyone - should have access to quality science and technology education, and that 
the future of our communities depends on that urgent mission. 

Founders Joe Davis and Dr. Michelle Dickinson created Nanogirl Labs in 2016. The company currently 
owns and runs ‘Nanogirl’ - a children’s character focused on exciting and inspiring young people in the 
STEM fields - at international best-seller The Kitchen Science Cookbook. We also get involved in 
consultancy projects to support companies driving innovation and investing in the STEM talent pipeline. 

About this job 
As our company has grown, the range of tasks our team has had to cover has also grown rapidly. We’re 
excited to be looking for a new team member to join us with a dedicated role of helping us keep across all 
our financial incomings and outgoings, as well as supporting members of the team so we can move fast 
and have the biggest possible impact. 

This role will have a range of tasks outside of financial system skills - it’ll suit someone who is outcome 
driven, adapts well, takes care of details, and communicates amazingly. If you read on and think “I could 
do that!”, we would love to hear from you. 

Your role will be a combination of financial administration and office administration - you’ll also support the 
team with customer communication. You’ll help us accurately and efficiently stay on top of invoices, 
payments, and deadlines as these are all streaming in from our myriad projects. You’ll also support the 
smooth running of the company, setting meetings, making bookings, managing schedules, and liaising with 
accountants and other professionals. 

We are looking for someone who finds joy in bringing order to chaos, and in supporting others.  You’ll be 
the sort of person who finds ways to automate or systematise things to increase your productivity and 
make life easier for the team. 

Good computer skills will be important in this role, as well as sound business knowledge - you’ll already be 
experienced in using Xero, and really comfortable working with spreadsheets, documents, and in other 



 

 

 

software packages.  You’ll know how to troubleshoot basic systems (get the printer to work, find a file, get 
a video conference set up).  

This role is designed to be 0.75 FTE (approx 30 hrs per week). 

As part of operating with Nanogirl Labs, in everything we say or do, we will be: 

● Kind – We believe we can distinguish ourselves through kindness 
● Friendly – We always try to be a highlight in someone’s day  
● Generous – We look to deliver surprise and delight moments, wherever we can 
● Energetic – We have a lot to achieve, and an exciting mission  - we move fast and with purpose 
● Loyal – We have each other’s backs, no matter what. We put our people first 
● Aware – We believe that diversity matters – a lot. We work hard to be aware of our biases, and 

seek to be role models in building diverse, high-performing teams 
● Efficient – we set real expectations and deliver on them   
● Effective - We do what we say we’ll do, and a bit more   
● Responsible – We own our mistakes, learn from them, and put things right 
● Grateful – We value and appreciate the time people give to help us with our mission 
● Understanding – We have empathy and are considerate of others’ journeys 
● Role Models – We are leaders, and believe in setting an example. We model the values and 

behaviours we want to see in the world, always. 

Things to do 
We want someone who can: 

● Confidently and accurately use Xero and its processes to help us manage payments, inventory, and 
in/outgoings of the business. Preferably have previous experience with managing accounting and 
financial functions of a small to medium sized organisation. 

● Be adaptable and take on various support tasks when needed. You’ll need to be a quick learner 
and enjoy the idea of a challenge; some projects come through very quickly and become resource 
intensive meaning all hands on board. Adaptability is very attractive. 

● Bring a calm, organised and fun style to the business. With so many projects running and our 
Directors on the go all the time, there are times that amongst the team we’ll really lean on you to be 
‘the organised one’ and catch something that may have been missed. We have a strong no-blame 
culture and want people to be comfortable bringing up ideas and observations that can help us 
improve and turn mistakes into learning opportunities. 

● Able to communicate brilliantly. Whether in person, on the phone or in writing, you communicate 
professionally and with heart - you can clearly pass on details, persuade, build support, set 
expectations and negotiate...you also care about people, and they feel that as you communicate 
with them.  You’ll be our front-line communicator, talking directly with customers, and able to 
create genuine ‘surprise and delight’ moments through those interactions. 

● Bring an eye for detail. The nature of a lot of what you are working with (particularly with schedules) 
means that checking all the details of our projects and engagements is super important so that we 
can keep moving and avoiding crises! 

 



 

 

 

Characteristics 
These are things that we think you’ll need to be to be successful in this role: 

● Kind, and fit in well with our operating style and values. 
● Driven and love making things happen.  
● Super organised, with a systematic approach to work. 
● Calm under pressure.  
● Able to communicate well and be willing to listen and learn. 
● Skilled on the computer - adept with word processing and advanced spreadsheets, comfortable 

working in cloud apps like Google Drive, and skilled with using Xero (crucial). 

…. And maybe you’ll have some other amazing and valuable skill/experience that we haven’t even thought 
of that would make you great at this job. We still want to talk to you. 

Contact 

Please send your CV and a cover letter to work@nanogirllabs.com by Friday 17th April 2020 @ 5PM. 

If you have any questions, feel free to email them to the address above. 

mailto:work@nanogirllabs.com

