Position Description
Finance and Administration Coordinator
Restore Native
Cambridge based
Full-time permanent role
Reports to: Adam Thompson, Director
Working arrangement: Approximately 50% on-site at our nursery/office, with the potential for approximately 50% to be worked from home

Role summary
Restore Native is looking for a capable Finance and Administration Coordinator to take ownership of the day-to-day financial administration of the business and help ensure key administration tasks are completed accurately, efficiently, and on time.
This is a hands-on role in a fast-growing small business. You will work directly with Adam Thompson, the founder and director of Restore Native, and alongside the wider team to keep financial information accurate, current, and useful.
This is not a CFO, Financial Controller, or sole-charge finance manager role. You will have support, direction, and regular one-on-one feedback. However, we are looking for someone who can take real ownership of regular financial administration tasks, improve systems, and grow with the business over time.

Purpose of the role
The purpose of this role is to own and coordinate the financial administration function at Restore Native.
This means ensuring regular financial and administration tasks are completed accurately, efficiently, and with strong follow-through. This includes accounts payable, accounts receivable, payroll, Xero administration, revenue reporting, job costing support, stock-related data, and providing accurate information to support management decisions.
A key part of the role is also helping improve administrative systems. Restore Native is growing quickly, so we need someone who can help bring structure, accuracy, and better ways of working as the business develops.

About Restore Native
Restore Native is a growing native plant nursery and ecological restoration business based in Cambridge. We grow native plants and deliver practical restoration projects that support better environmental outcomes across farms, waterways, biodiversity areas, and local landscapes.
The business works with landowners, farmers, organisations, and communities to deliver native planting that is practical, reliable, and suited to real-world conditions.
We are a purpose-driven business, but we are also a practical one. We want to do meaningful environmental work while building a high-performing, efficient, and commercially strong company.
Restore Native is not a corporate environment. We are fast-moving, direct, practical, and open to better ways of doing things. We value people, ideas, performance, and common sense over unnecessary layers and rigid structures.

The reality of our working environment
Restore Native is not a “same thing every day” type of business.
Priorities can shift depending on customers, projects, weather, operational needs, planting seasons, nursery requirements, and new opportunities. The business is growing quickly, which creates variety, pressure, and plenty of opportunity to improve the way things are done.
The right person for this role will be comfortable in an SME environment where there is less rigid structure than a corporate workplace, but also more opportunity, more direct communication, and more ability to make an impact.
We are ultimately here to serve our customers and support our team to deliver excellent work. That means we want someone who is driven by outcomes, not just process. Processes matter, but they exist to help the business run better, serve customers well, and support our team — not to create unnecessary barriers.
We also have an excellent field operations team, and part of this role is helping ensure they are not unnecessarily burdened with administration. Good finance and administration support should make it easier for the wider team to do their jobs well.

Working with Adam
This role reports directly to Adam Thompson, Director.
Adam is closely involved in the day-to-day running and growth of Restore Native. Working with Adam will mean regular direct communication, one-on-one feedback, and plenty of opportunity to ask questions, test ideas, and improve systems.
You will not be expected to come in and carry sole responsibility like a CFO or Finance Manager. You will be supported. However, you will be expected to take ownership of regular tasks, communicate clearly, and keep work moving without needing to be chased.
Adam values people who are clear, direct, practical, and solution-focused. If something is unclear, ask. If something is not working, raise it. If you see a better way, bring the idea forward.
There is room to push boundaries, try improvements, and make mistakes while learning — provided this is done openly, honestly, and with the right intent.

Key responsibilities
The role includes responsibility for recurring financial administration and broader support tasks that help keep the business running properly.
Key responsibilities include:
· Preparing and processing quotes in Xero
· Preparing and sending invoices in Xero
· Accounts payable and accounts receivable administration
· Payroll administration
· Maintaining accurate financial records in Xero
· Keeping revenue reporting accurate and up to date
· Supporting job costing and ensuring costings are kept current
· Tracking job-related financial information
· Responding to day-to-day staff finance and admin queries
· Placing orders as required
· Helping keep stock levels accurate and visible
· Managing stock-related data in spreadsheets and internal systems
· Working with the Nursery Manager to support accurate stock information
· Supporting supplier and purchasing administration
· Reconciling accounts and following up discrepancies
· Supporting monthly financial reporting
· Maintaining the fixed asset register
· Supporting financial year-end preparation
· Keeping financial information organised, accurate, and easy to access
· Working with the external accountant to provide accurate information for tax, GST, annual accounts, and other formal accounting requirements
· Identifying and discussing opportunities to improve efficiency, systems, and accuracy
This list is not intended to be exhaustive. As Restore Native grows, the role may develop, and additional responsibilities may be added that fit within the purpose of the position.

Payroll
Payroll is an important part of this role.
You will be expected to own the payroll administration process and ensure payroll-related tasks are completed accurately, on time, and with appropriate confidentiality.
Support will be available where needed, but payroll must be treated as a high-trust, high-accuracy responsibility.

Monthly reporting and financial visibility
A key part of this role is helping management maintain clear visibility across the financial and operational performance of the business.
This may include supporting or preparing information relating to:
· Profit and loss reporting
· Job costing
· Revenue tracking
· Orders and purchasing
· Payroll information
· Stock-related data
· Monthly financial information required by management
· Information required by the external accountant
The role is not responsible for preparing formal tax returns or acting as the company accountant. Restore Native works with an external accountant who is responsible for formal accounting and tax work. However, this role is responsible for helping ensure the information provided to the accountant is accurate, organised, and complete.

Systems and tools
You will need confidence using Xero or strong experience in similar financial systems.
You will also work with spreadsheets and internal systems, particularly around stock information, reporting, and operational data.
Restore Native is interested in using AI, automation, templates, checklists, and better systems to improve the way we work. You do not need to be an AI expert, but you do need to be curious, practical, and open to using tools that save time, reduce errors, and improve workflow.

What success looks like
Success in this role means the financial administration of Restore Native is accurate, current, and reliable.
In practice, this means:
· Regular financial administration tasks are completed efficiently and on time
· Accounts payable, accounts receivable, and payroll are handled accurately
· Xero is tidy, accurate, and up to date
· Invoices are prepared and sent in a timely manner
· Revenue reporting is accurate and useful
· Job costing information is kept current
· Payroll is completed accurately and reliably
· Financial information is easy to find and easy to understand
· Adam and the wider team have better visibility across key financial and operational information
· Staff know where to go for finance and administration questions
· Missing information is followed up promptly
· Opportunities for efficiency, accuracy, or system improvements are identified and discussed with management
· The external accountant receives accurate and well-organised information when required

Performance expectations
We expect the person in this role to:
· Complete regular tasks efficiently, accurately, and on time
· Take ownership of recurring financial administration responsibilities
· Communicate clearly with Adam, staff, suppliers, customers, and the external accountant
· Keep relevant people informed about workflow, priorities, and any delays
· Ask questions early when information is missing or unclear
· Follow up missing information rather than waiting silently
· Look for opportunities to improve systems and reduce unnecessary admin burden
· Use checklists, templates, systems, and AI tools where appropriate
· Maintain confidentiality around financial, payroll, staff, and business information
· Balance speed and accuracy without using one as an excuse to ignore the other

How to work well in this role
You will do well in this role if you:
· Are clear, direct, and practical
· Bring problems with possible solutions
· Follow up missing information
· Keep tasks moving
· Ask questions rather than making assumptions
· Take responsibility for the outcome, not just the task
· Communicate openly when something is unclear, delayed, or not working
· Are willing to improve systems rather than simply repeat inefficient processes
· Can work independently while still keeping Adam and the team informed
· Care about the business and understand how your work supports the bigger picture

Skills and experience
We are looking for someone with:
· Experience in bookkeeping, accounts, financial administration, or a similar role
· Confidence using Xero, or strong experience with similar financial systems
· Strong accuracy and attention to detail
· Experience with accounts payable, accounts receivable, payroll, invoicing, reconciliations, and financial records
· Good communication skills
· The ability to take ownership and work without close supervision
· Confidence asking questions and following up missing information
· Comfort working in a fast-moving SME environment
· Curiosity around AI, automation, systems, and better ways of working
· The ability to communicate clearly with staff, management, suppliers, customers, and the external accountant

Authority and support
You will be expected to complete regular, recurring tasks accurately without close supervision.
This includes tasks such as routine financial administration, payroll administration, Xero updates, invoice preparation, follow-up emails, staff queries, and keeping financial information organised.
For more complex issues, decisions, or unclear situations, you will have support from Adam and, where appropriate, the external accountant.
The goal is for you to grow into the role over time, take increasing ownership, and help build better systems as the business continues to develop.

Working conditions
· Full-time permanent role
· Cambridge based
· Approximately 50% on-site at the nursery/office
· Potential for approximately 50% to be worked from home
· Reports directly to Adam Thompson, Director
· Works closely with the wider Restore Native team
· Works with the external accountant as required
· Requires accuracy, confidentiality, communication, and strong follow-through

The kind of person who will do well here
You will do well in this role if you are aspirational, capable, and motivated to keep improving.
We are looking for someone who wants to grow, take ownership, and be part of a business that is building something meaningful.
You do not need to be a senior accountant. You do need to be accurate, organised, proactive, and willing to take responsibility for the financial administration function.
This role will suit someone who enjoys detail, but does not get stuck in slow, rigid ways of working. We need someone who can achieve detail at speed — not someone who has to choose between being accurate or getting things done.
You will need to be comfortable in an SME environment where there may be less structure than a large corporate workplace, but where there is more opportunity, more direct communication, and more ability to make a real impact.
Most importantly, we are looking for someone who wants to own the solution, not just complete a small task and pass the problem to someone else.

Applicant self-check
This role may suit you if:
· You are an aspirational employee who wants to keep improving
· You want to work closely with the owner of a growing business
· You are excited by variety, change, and opportunity
· You like making financial information accurate, tidy, and useful
· You can achieve detail at speed
· You are confident asking questions and following up missing information
· You are interested in using systems, AI, and better processes to improve work
· You want to own solutions, not just complete isolated tasks
This role may not suit you if:
· You want a highly structured corporate environment
· You need every task and process to be fully mapped out before you begin
· You prefer doing the same thing every day
· You are uncomfortable with change, pressure, or shifting priorities
· You avoid asking questions when something is unclear
· You prefer to pass problems on rather than helping solve them
· You are not comfortable taking ownership of regular financial administration tasks

Why this role matters
This role is important because good financial administration helps the whole business run better.
When invoices are accurate, payroll is reliable, Xero is tidy, stock data is visible, job costing is current, and information is easy to access, the wider team can make better decisions and focus on delivering great work for customers.
This role helps keep the financial engine of Restore Native steady, visible, and reliable while supporting the business to keep growing.

