
 

VACANCY: Finance and Operations Coordinator 

Position: Finance and Ops Coordinator Location: Johannesburg 

Reporting To: Financial Manager   

 

Pan Macmillan South Africa is seeking a process-oriented and highly organised Finance & Operations Coordinator. The 
core objective of this role is to provide daily transactional support to our Financial Manager, manage recurring 
commercial reports, and oversee local royalty data administration. The Coordinator will be responsible for ensuring 
accuracy of data and capturing across the key areas of the role. 

Key Responsibilities 

1. Financial & Royalty Administration  

●​ Monitor a central invoice system and handle the approval routing.  
●​ Generate internal invoices for permission fees. 
●​ Prepare monthly journal entries and perform account reconciliations. 
●​ Compile monthly P&L statements alongside bi-annual imprint performance reports. 
●​ Process staff travel claims, logs, and corporate vehicle fleet renewals.  
●​ Maintain accurate master records on the financial platforms and execute Stats SA compliance filings. 
●​ Lead data ingestion, validation, and cleaning for local royalty cycles and distribution of author account 

statements. 

2. Commercial Reporting  

●​ Consolidate and distribute monthly sales reports.  
●​ Extract and review monthly inventory figures from Booksite and compile the monthly stock dashboard. 
●​ Assist with master-level data collation for annual budgeting, PASA industry surveys, and carbon emissions 

trackers. 

Requirements for Applicants 

●​ Diploma or Bachelor's Degree in Accounting, Finance, Commerce, Business Administration, or related field 
(BCom preferred). 

●​ 2–4 years of experience within finance administration, data reporting and operational support. Knowledge of 
the Xero accounting platform is a plus. 

●​ Advanced Microsoft Excel skills are mandatory (Pivot Tables, XLOOKUP, complex IF statements, data validation 
techniques, and dynamic charting). 

Given our employment equity guidelines, preference will be given to suitable candidates from designated groups. Please note: If you have not 
heard from us within two weeks of the closing date, please regard your application as unsuccessful. 

 

 



●​ Deep understanding of basic accounting principles (accounts payable, reconciliations, journals, month-end 
tracking) and inventory management frameworks. 

●​ Exceptional attention to data integrity and numerical detail; methodical process execution; absolute 
discretion with confidential data. 

 
Remuneration & Benefits:​

Pan Macmillan South Africa offers a competitive salary, in addition to Medical Aid membership and a contribution 
towards a Pension Fund.​
 

Please send your application together with an updated CV to our HR Consultant Cynthia Pillay 
Cynthia.pillay@lusonaconsultants.co.za  by 10 August 2026. ​
 

Given our employment equity guidelines, preference will be given to suitable candidates from designated groups. Please note: If you have not 
heard from us within two weeks of the closing date, please regard your application as unsuccessful. 
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