Role Description & Personal Profile


	Role

	Job Title:

	Accountant

	Division: 

	AB Neo 


	Department:

	Finance


	Location:

	Denmark

	Role Type:
Permanent, FTC etc
	Fixed term contract


	Team Structure:
Reports to, Direct & Indirect Reports
	Reports to: Finance Manager 




	Description

	Impact Statement:
The contribution of the role to achieving the overall business objective. Span of impact. 
Main purpose, focus of the role.


	 
The Accountant ensures accurate financial records and compliance with Danish accounting regulations (Bogføringsloven) and tax laws. This role covers a broad range of financial tasks, including Accounts Receivable, Accounts Payable, banking operations, and general accounting support.

	Key Responsibilities:
The key objectives and accountabilities of the role. (5 to 10 areas)








	Accounts Receivable (AR):
· Set up and maintain customer master data.
· Record and clear incoming payments.
· Prepare reminder letters for overdue payments.
· Obtain credit insurance information and perform credit checks for new customers.
· Communicate with customers via phone and email regarding invoices, payments, and account statements.
· Review selected customer accounts and prepare due date lists.
· Support collection matters in cooperation with external partners
Accounts Payable (AP):
· Collect data for new supplier setup and coordinate with other functions
· Communicate with suppliers and internal stakeholders.
· Prepare and validate payment proposals; verify supplier bank details.
· Register invoices (email and post), reconcile supplier accounts, and review statements.
· Assist with posting supplier invoices, month-end reconciliations, and maintaining supplier master data.
Banking and Financial Tasks:
· Perform daily bank reviews and reconciliations.
· Post manual bank transactions (fees, incoming payments, PBS items).
· Prepare documentation for outgoing payments and occasional manual salary payments.
· Ensure correct processing of FX transactions.
· Handle payments for the Italian entity within the group.
General Accounting and Administrative Support:
· Register financial documents and assist with ad hoc bookkeeping tasks.
· Open and distribute physical mail.
· Communicate with auditors, banks, and other external partners.
· Contribute to maintaining and improving internal work instructions in Business Central.
Other Responsibilities:
· Create item numbers in the system per internal guidelines.
· Post travel expense reports and answer incoming calls.
· Assist customers when needed and support ad hoc tasks across the finance department.
· Participate in ongoing clean-up activities in specific areas.

	KPI’s 


	Accounts Receivable (AR) KPIs
· Days Sales Outstanding (DSO): Average number of days to collect payment after invoicing.
· Overdue Receivables Ratio: Percentage of overdue invoices vs total receivables.
· Collection Effectiveness Index: Efficiency in collecting outstanding payments.
Accounts Payable (AP) KPIs
· Days Payable Outstanding (DPO): Average time taken to pay suppliers.
· Invoice Processing Accuracy: Percentage of invoices processed without errors.
· Timely Payment Rate: Percentage of payments made on or before due date.
Banking & Financial KPIs
· Bank Reconciliation Timeliness: Percentage of reconciliations completed on schedule.
· Error Rate in Manual Postings: Number of posting errors per month.
· FX Transaction Accuracy: Percentage of foreign exchange transactions processed correctly.


	Key Stakeholders
What are the challenges of the relationships, communication strategies required etc

	· Finance Team
· Sales Department (for customer invoicing and credit checks)
· Procurement Team (for supplier onboarding and invoice approvals)
· P&P/Payroll (for salary payments and expense reports)
· Management/Leadership (for financial reporting and compliance)
· IT Department (for system updates and Business Central support)
· Customers (for AR communication, credit checks, and collections)
· Suppliers/Vendors (for AP processes and payment coordination)
· Banks (for reconciliations, FX transactions, and payment processing)
· Auditors (for statutory audits and compliance checks)
· Tax Authorities (SKAT) (for VAT and tax filings)
· Insurance Providers (e.g., Allianz for credit insurance)
· External Collection Agencies (for overdue payments)
· Regulatory Bodies (e.g., Erhvervsstyrelsen for financial reporting)


	Scope
Depth, Breadth of knowledge application, ability to innovate, complexity of tasks, budgetary responsibility
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	Person Specification
	
	Essential / Desirable

	Knowledge:
Consider number of years’ experience, any formal qualifications genuinely necessary or any key areas of knowledge.
	· Knowledge of Danish accounting standards and SKAT regulations. 
·  Experience in AR/AP processes and general accounting. 
· Proficiency in digital accounting systems (e.g., Business Central, TastSelv). 
· Strong attention to detail and organizational skills. 
· Fluency in Danish or English.
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	Key Behaviours:
Consider which of our guiding principles are particularly relevant and also any role specific behaviours
	
· Excellent communication and interpersonal skills.
· Ability to prioritize and manage multiple tasks.
· Problem-solving mindset and adaptability.
· Commercially astute and customer focused.
· Numerate with strong analytical ability
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	Other factors:
Travel, Shift Working, HGV Licence etc
	
	

	Date Agreed: 

	

	Authorised by:
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