
 

 

 

 

POSITION OVERVIEW 

Job Title: Accounts Payable Assistant 

Reports to: Finance Assistant 

Contract:  Until March 2019 (with potential for renewal) 

Location: Central London, Kensington W8 

Hours:  Part time, 16-24 hours per week 

Salary: £7-10 per hour (depending on experience) 
 

INTRODUCTION TO JAPAN HOUSE LONDON 

Japan House London is one of three, innovative global centres that Japan's Ministry 
of Foreign Affairs opened in June 2018. The aim is to broaden knowledge and 
understanding by showcasing all variety of cultural, social and economic aspects of 
Japan. The other Japan House locations are in Los Angeles and São Paulo. 

Japan House London comprises of a theatre, exhibition space, Japanese restaurant 
and an entire floor of social retail space - offering visitors an immersive encounter 
with Japan. It occupies some 3,000m2 of prime location in central London in the 
stunning Grade II Heritage Listed Art Deco building that was once Derry & Toms 
department store on Kensington High Street. 

Japan House London promotes the innovative and creative aspects of Japan - 
everything from food and drink, arts, high-quality products, language, culture and 
theatre to design, architecture, travel, fashion and the latest technologies. The visitor 
experience offers an immersive encounter with Japan through an exciting and 
diverse range of events, workshops, seminars and exhibitions.  

This unique partnership between Government and Japan’s private sector will create 
a lasting legacy of engagement between the UK and Japan at individual, company 
and institutional levels. 

VISION FOR CHANGE 

Japan House will broaden appreciation of Japan’s special contribution to the 
21st Century by creating enduring cultural, social and economic relationships 
between the peoples of Japan and the United Kingdom. 

  



PURPOSE OF THE ROLE 

The Accounts Payable Assistant will assist with the processing of all pro-formas and 
tax invoices in a small finance team. The role will extend to all areas of processing 
invoices from authorisation to payment and will therefore provide an excellent 
oversight of the AP function which is integral to the reporting of the Profit and Loss 
statement. Communicating both internally and externally will be necessary to ensure 
all invoices are processed correctly and in a timely manner. This position would 
particularly suit someone looking to enter in to the field of finance as it will provide 
an excellent overview of the main processes involved. 

KEY DUTIES 

 Process all invoices correctly 
 Undertake clerical duties e.g. filing, etc. 
 Deal with ad hoc queries as necessary 
 Ensure proper escalation, prioritization and remediation of issues 
 Contribute to the team’s performance, ensuring no backlogs occur and that the 

team is fully informed of all potential problem situations 
 Match invoices against purchase orders raised by the project managers 
 Preparation and review of payment runs as required 
 Ensuring all invoices are approved in accordance with our internal processes 
 Reconcile supplier accounts and review all supplier statements 
 Liaise with suppliers and project managers to resolve issues 
 Assistance with ad hoc finance projects as they arise 
 
PROFESSIONAL QUALIFICATIONS 
 
Qualifications 
 A bachelor’s degree or currently studying for a finance-related degree from an 

accredited college or university is preferred 
 
CAPABILITIES 
 
 Excellent written and spoken English, proficient to high business language 

standard 
 Japanese language skills are advantageous 
 Good excel skills including pivot tables and vlookup. 
 Ability to work independently as well as collaboratively 
 Excellent interpersonal and communication skills 
 Strong organizational, planning and problem-solving skills 
 Ability to multi-task and prioritize work, whilst paying attention to detail 
 Excellent time management skills 
 Proactive 


