THE ORGANISATION

Our client promotes activities that increase human capacity for providing HIV/AIDS clinical care and support through the
development of health care worker training systems. They now seek to fill the following position :

Financial Assistant

THE POSITION

You will support the Financial Manager in a wide range

of tasks including accounts payable, cash management,

review of vendor quotations, purchase orders and invoices,

and paying expenses. Other general accounting and

administration work is also important. You will be required

to identify weaknesses in internal controls and suggest

improvements to them. Your main duties will encompass :

Accounts Payable

e Checking that all relevant expense documents are valid
and in order.

e Process these documents on the accounting system
(QuickBooks), including relevant taxation transactions.

e Process payments through the cashbook and petty cash
books

Reconciliations

e Reconcile the vendors’ accounts to their statements and
to the control account, reconcile the cashbook, VAT and
other general ledger accounts.

e Ensure that items on reconciliations that need to be
followed up and/or corrected are resolved in a timely
manner.

NB. All a

lications will be handled exclusivel

e Report all suspicious transactions to the Financial
Manager.

General

e General accounting processes and administration
cluding sundry revenue and expenditure, the checking
timesheets, assistance with the budgets, filing, etc

e Recommend improvements to internal controls.

e Preparation of accounting reports together with the 4
propriate supporting documentation, and other accou
ing duties.

THE PERSON

Minimum requirements

e Three-year degree or diploma in Accounting from a ref
table University or Technikon or equivalent.

e Knowledge of QuickBooks Pro or similar accounting sg
ware preferred; or capacity to learn and excel at basicg
intermediate accounting software functions.

e Proficient in Microsoft Word, Excel and Outlook and
browser.

e Previous experience in an Accounting department.

e Ability to operate independently and work in a teal
based structure.

INTERESTED ?

The successful candidate will be on a fixed term contract and an attractive package
commensurate with qualifications and experience is offered. The closing date is 9 July
2010 by 12H00 and suitably qualified Namibian candidates are encouraged to apply.
Kindly forward your electronic CV to olivia@potentia.com.na before the closing date.

by Potentia Namibia.

We will only correspond with the shortlisted candidates.

POTENTIA




