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Finance and Administration Executive 

Moixa is a high growth venture and energy industry innovator which has established itself as 
the UK’s leading residential smart battery storage company.  

Moixa invents, manufactures and distributes smart energy technology including the Moixa Smart 
Battery range and Moixa GridShare - the battery asset management software platform that enables 
end customers to maximise the usage of renewable energy and unlock mass adoption of EV 
technology. 

The Moixa team is growing fast and we are looking for a finance and administration executive to 
work alongside the Finance team, the Office Manager and the Business Director.  The role will 
report into the Financial Controller, but the successful candidate will work closely with all of our 
passionate team in London and Manchester to provide all round administrative support.  The role 
will be well suited to applicants wishing to have experience of how a growing administrative 
function operates and make the next step in a career in accounting, legal or operations. 

We are looking for a candidate that is highly motivated and works to a high standard.  The 
successful candidate must be able to act with confidence and work under his or her own initiative.  
The role will involve working closely with both colleagues and external partners and stakeholders, 
so strong communication skills and the ability to build good relationships are essential. 

The position is London based. 

Responsibilities: 

• Perform day-to-day finance duties such as reconciling bank and credit card statements and 
expenses. 

• Support the finance team with month end balance sheet accounts and preparing reports 
and assisting with the year-end audit. 

• Ensure all invoices and expenses are recorded on our management accounts system and 
have been through the appropriate approvals process before payment. 

• Carrying out other day to day administrative tasks such as booking travel and 
accommodation, sorting through post, scanning and copying and assisting with mail-outs 
etc.  

• Support the Human Resource function by assisting with onboarding new employees and 
ensuring all paperwork is complete (payroll forms, employment contracts, enrolment into 
pensions and health insurance etc). 

• Keep the company’s legal contract files and other important paperwork in order (although 
we have limited paper in the office). 

• Support the Office Manager with sharing of Front of House duties (answering the door, 
welcoming guests, preparing meeting rooms, clearing voicemails etc). 

Key skills: 
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• Excellent spreadsheet skills (both XL and Google Sheets) 
• Strong organisational skills 
• Ability to work in a challenging and multi-skilled working environment 

Key competencies: 

• Works well with a group of people 
• Maintains a positive outlook at work 
• Takes the initiative and is pro-active 
• Communicates clearly and in a timely manner 
• Adheres to processes and works in an methodical way 

Relevant experience:  

• At least 2 years in a similar role  
• Experience in a start-up (helpful but not essential) 
• Familiarity with Xero (management account system) 
• Working knowledge of accounting principles (helpful but not essential) 

Duration: Permanent, Full or Part Time 

Location: Saffron Hill, London 

Salary: Competitive, depending on experience and time commitment 

Benefits: Share options, flexible working hours, private health insurance, competitive parental 
leave policies 

 

 

 


