
 

 

Settlements Officer  
 
Our vision is to be the leader in car purchase and ownership for Australian consumers. Every 
day we live and breathe our brand promise of being ‘a better way to buy cars’. Since our 
inception in 1990 we’ve proudly put over 80,000 cars on the road. Our success comes from 
our dedicated and enthusiastic staff who are passionate about their work and together deliver 
exceptional customer focused outcomes.  
 
We are looking for a competent administrator to join our fun and friendly Settlements team. 
You’ll be working within a dynamic operations environment, so your ability to work with a range 
of different personalities is key in this role. We are looking for someone with excellent attention 
to detail who is comfortable working to specific targets, and who is happy to work through the 
peaks and troughs in workload that come with assisting a sales team. 
 
Your New Role 
Your responsibilities will include: 

 Delivering administrative support to our internal customer and external partners; 

 Performing administrative tasks in a timely manner with a high level of accuracy, 
attention to detail and focus on compliance; 

 Maintaining an accurate database for reporting purposes; 

 Completing an audit of settlements against original documents; 

 Managing fuel card ordering for new customers. 
 

About You 
Your skills and experience include: 

 Experience in a sales support, office support or administration role; 

 Strong numerical skills and high attention to detail; 

 Comfortable working autonomously as well as within a team; 

 Ability to prioritise, problem solve and work to strict deadlines; and 

 Patient, flexible, co-operative and mature approach. 
 
Our Culture 
 
When it’s time to add a new member to the nlc family we look for people who: 
 

 Place respect and honesty at the basis of relationships 

 Embody our value ‘we do what we say we will do’  

 Live by the mantra ‘customers are at the centre of our thinking’ 

 Are excited by change and growth and want to join us on our journey 
 
At the heart of our strategy is our commitment to be ‘A Place People Love to Work’. We treat 
people as people, understanding that you work to live and not the other way around.  
 
Our added benefits include; a personal development allowance, a full calendar of events with 
many celebrations throughout the year, paid volunteer leave, access to salary packaging and 
a range of discounts on cars and car servicing.  
 
Joining nlc means being part of a terrific group of people who enjoy working and celebrating 
together. 
 
Sounds like you? We would love to hear from you. 
 


