
 

 
 
 

Accounts and Office Administrator 

About the HBA Group 

The HBA group of companies includes HBA Legal, Pillion and Paratus Claims. HBA Legal is 
a specialist insurance law firm, servicing clients across Australia and overseas.  HBA partners 
with underwriters, brokers, insurers, insureds, and large self-insured companies.  HBA is one 
of Australia’s leading defendant-only insurance practices, forging the way in creative problem 
solving and commercially oriented solutions. We work as a national enterprise, and have 
offices in Perth, Sydney, Melbourne, Canberra, Newcastle and Brisbane. 

 Our mission is clear we simplify and solve our client’s legal problems, working innovatively in 
everything we do to ensure efficiencies across the board. In order to achieve this, we are 
seeking a fulltime Accounts and Office Administrator. This is an essential support role in the 
running of the HBA l Group. This is a varied role which incorporates financial, compliance and 
management related responsibilities. 

About the role 

As the Accounts and Office Administrator, you will report to our in-house accountant and assist 
with the financial management, compliance and performance targets of the firm. Additionally, 
you will be responsible for the day to day management of our Perth office. Key responsibilities 
will also include: 

▪ Be a point of contact and liaison for the administration team and external stakeholders 
including but not limited to accountants, banks, debtors, creditors, clients, regulatory 
authorities, trust account auditors, firm consultants, landlords and their agents. 

▪ Maintain the average day’s debtor that is agreed, having regard to the financial 
circumstances of the firm.   

▪ Management of both cash flow and debtor collection having regard to the budget of 
the firm set at the start of each financial year. 

▪ Processing and management of the Group fortnightly payroll function including 
processing superannuation, payroll tax and PAYG taxes 

 
About you 

To be successful in this role you will: 

▪ Have completed a minimum of a Certificate IV in Accounting and Bookkeeping;  

▪ Have previous experience working in a law or professional services firm. 

▪ Have demonstrated ability to analyse the inflow and outflows of the firm, so that a 

critical approach is taken to cash flow management and debtor collection.   

▪ Be committed to exactness and precision in task completion. 

▪ Develop an effective network across the organisation and understand and manage 
stakeholders effectively. 

▪ Possess effective time management and work organization skills. 
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▪ Deliver on promises, meet deadlines and show respect for colleague’s schedules and 

deliverables. 

 

Why choose HBA? 

We offer an inclusive and progressive work environment where the only limitation is yourself. 
We are a constantly evolving enterprise, embracing new ideas and forging a path through the 
changing legal industry. You will receive excellent mentoring, opportunity for growth, and 
hopefully have a lot of fun along the way. 

For a copy of the full position description, please go to https://www.hbalegal.com/hba-careers/. 

For more information or a confidential chat about the role, please contact: 

Fiona Smith  
HR Manager  
0402 048 805. 
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