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Job Description

Position Title: Accounts Officer

Reports to: Senior Accounts Officer

Principal Accountabilities:

¢ To assist in the preparation of revenue/expenditure/capital Budget and preparation of
monthly management accounts and statutory financial reports.

«  To be responsible for the management of cash flows, Debtors and creditors.

+  To process Aeronautical/non Aeronautical invoices for both AML & ATOL.

Prepare and update receipts/payments in accounting software for both local and overseas on

a daily basis and reconciliation of all cash books, and liaise with banks.

*  To input and reconcile the monthly payroll in the accounting software.

To ensure that posting and reconciliation of payments/receipts vouchers in Accounting

Software are done daily.

< To monitor debtors/creditors and send regular statement of accounts to Debtors to ensure
prompt payment.

¢ To collect cash/cheques for banking purposes.

»  Be responsible for the reconciliation and payment of petty cash.

*  To review the accruals and prepayments

< To reconcile the car park revenue cash book and bank statement.

+  To ensure that the fixed assets register and WIP are regularly updated.

«  To understand and apply relevant International Accounting Standards.

*  To carry out the annual stock take.

*  To prepare monthly schedules and yearly schedules for External Auditors and for taxation
purposes.

s To liaise with Internal/External auditors.

*  To perform any other cognate duties as may be assigned

Required Minimum Qualification and Experience

+  Higher School Certificate (HSC) or General Certificate of Education (GCE) ‘A’ level with at least
2 subjects at Advanced Level including Mathematics and Accounting, obtained at one and
same sitting or an equivalent qualification from a recognised institution.

*  Diploma in Accounting & Finance from a recognised University or ACCA Level 1 or any other
equivalent and recognised qualification in the field of Accounting & Finance.

*  Minimum 3 years’ experience in a similar position
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