THE COMPANY

Our client is an established and competitive organization in the Namibian fishing industry with the stated aim to be the best fishing operator in Namibia through sustainable management of resources. They place a large emphasis
on developing effective strategies to cope with the demands of the industry and they remain committed to their employees and to supporting and developing the local community through various innovative projects. They produce
a wide range of quality products which continue to be accepted in the South African and European markets and now seek suitable candidates to fill the following positions :

SENIOR ACCOUNTANT

THE POSITION

To provide an efficient accounting function by assisting with the finance &

administration management in preparing the general journals, reviewing

and maintaining of all GL reconciliations, preparing monthly financial

reports, loan schedules, credit management, asset register and thereby

ensuring the effective and timely processing of all transactions for all the

subsidiary companies in the Group.

Key Areas of Focus

¢ Financial monitoring and reporting: Allocates month / year —end
journals and prepares monthly processing for subsidiaries / joint
ventures.

¢ Reconciliation and Administration: Ensures timeous, accurate and
complete reconciliations/processing and reconcile the GL and bank
statements for all subsidiaries before submitting these to the Financial/
Administration Assistant Director for verification and approval. In addi-
tion receives advances as approved by the HOD_HR and verify support
documentation in preparation for payment and that feedback is given.

¢ Monthly Management accounts: Integrates of all sub modules to
ACCPAC GL to produce reports for management accounts and in so
doing verify correctness and timeousness of allocations / information
provided with regular feedback to authorizing personnel.

¢ Audit Report: Prepares the audit files thereby ensuring that expense
and invoicing controls and procedures are complied to, submitting
auditing review file to management,

e Weekly Production Schedules: Receives and verify the landings
schedule format from the Production Assistant Manager before send-
ing it to the relevant stake holders and calculate losses or profits made
per trip.

e VAT: Completes all calculations / returns regarding VAT input and out-
put for small companies, and prepare for submission to the Receiver of
Revenue upon review and approval by the Financial Director. In addi-
tion resolve related queries and handles all VAT related queries from the
Receiver of Revenue (ROR).

e Communication with 3rd party payment: Prepares payments for
deductions received from the HR - Payroll Department on income tax
payments, social security, pension fund and medical aid contributions
for completeness, accuracy and part-release such payments.

¢ Reporting / Deadlines: The greatest challenge is producing accurate
management accounts on time and performing reconciliations / resolv-
ing related problems promptly.

e Accuracy / Conformance: Ensure absolute correctness and validity
of bank statements, accounting records, reconciliations and correct
anomalies. Ensure adherence to procedural requirements of GAAP,
exercise administrative judgement, assume responsibility for decisions,
consequences, and results that have an impact on people, costs, and/
or quality of deliverables within the subsidiary companies of the Group.

e Adhoc: Performs ad hoc duties as requested by the Financial Director
or Managing Director.

THE PERSON

Minimum requirements

e A 3 year Accounting Diploma/ Degree, including completed Articles &
advanced VAT training and or an Accounting Degree or similar qualifica-
tion and adequate competence in Bookkeeping.

e Ability to think through the impact of actions on accounting/ financial
processes of the business and to synthesize and consider things
comprehensively.

* Proven ability to organise, plan and control various accounting pro-
cesses efficiently.

e Exposure to procurement of stock/inventory knowledge and report
writing.

e A thorough understanding of financial management information pro-
cesses, standards and procedures.

* Proven knowledge of generally accepted accounting practices.

e Advanced knowledge in the use of financial software applications,
databases, spreadsheets, and/or word processing.

e Basic knowledge of the VAT Act, and relevant legislation.

e Excellent computer literacy, specifically a working knowledge of MS
Excel and MS Word.

e Namibian citizenship.

Competency requirements
Is a self-starter who proactively manages and prioritises the work load.

e A natural aptitude for numbers.

¢ Ability to plan and organise multiple tasks and meet deadlines.

® Excellent written and verbal communication skills.

o Excellent customer service skills.

* Proven ability to work in a team environment.

* Generates innovative ideas to optimize systems and procedures.
¢ Understands and applies basic financial accounting knowledge.

¢ Ability to work independently, handle confidential matters with discre-
tion, exercise own initiative, and display a sound work ethic.

e Demonstrate very good time management and coping skills.
¢ |s analytical, accurate and systematic in executing tasks.

¢ Reflects uncompromising integrity.

e Commitment to uncompromising standards of excellence.

¢ Displays good levels of frustration tolerance.

¢ Provides alternative solutions to problem-solving issues on an ongoing
basis.

e Exhibits a sound social and emotional profile that includes assertive-
ness, interpersonal aptitude and objectivity.

e Ability to work and deliver results independently and cope well under
pressure.

HUMAN RESOURCES OFFICER

THE POSITION
To lead, plan, coordinate and administer the implementation of the HR
Training and Development support functions to realize the organizations
short and medium term objectives. The incumbent is to specifically lead,
co-ordinate and implement Training and Development programmes geared
towards staff retention and ensure sustainability in the short and medium
term. Further on, the incumbent will assist with overall labour peace,
managing change, and developing processes to improve the general
performance standards along with the respective Line Manager although
would be directly responsible to the Human Resource Manager.
Key Areas of Focus

Assessments: Administers competence and profile assessments.

¢ Job Evaluation: Reviews all changes to job tasks, update job descrip-
tions before providing the immediate and respective Manager with
recommendations. In addition assists with the job evaluation, i.e. job
analysis, design, and description writing process.

e Recruitment: Draws up the minimum requirements for job advertise-
ments, based on the determined need for a vacancy, ensure that all
departments comply with the recruitment and staffing policies, solicit /
screen applications for the initial shortlist, provide recruitment outcomes
report and oversee orientation of newly appointed staff members as
required.

¢ Training and Development: Facilitates the organisations training,
provides relevant mentoring, coaching and counseling, assesses the
effectiveness of training provided at the completion of each training
programme with feedback to the relevant Line Manager.

¢ Training Calendar Compilation: Assesses existing training needs
to determine the skills gap and develop suitable training plans. Con-
tinually evaluate the upgrade of the curriculum and training material,
to ensure that they are in line with the NTA (Namibia Training Authority
requirements and National Qualifications Authority. Develops, monitors
and evaluates a 3 year organisational on training and development in
conjunction with the affirmative action plan and company’s 5 year goal
and compiles the annual departmental training calendar that will be
communicated to all relevant stakeholders.

e Communications and Staff Welfare: Communicates job expecta-
tions to staff members through job assessments, plans, monitors and
appraises job results of the department, conducts/initiates disciplinary
actions where needed.

* Social Welfare: Keeps abreast of training courses in the media to

effect them where necessary, in conjunction with the Nurse, develops
and facilitates the wellness programs for the organisation i.e. TB treat-
ments or HIV/AIDS and ensures that staff morale is upheld with recom-
mendation to Senior Management.

e Policy Drafting: Proposes amendment drafts on the training and
development policy, reviews and effects recommendations / input from
external consultants andwhen consulted provides input to strategic
objectives.

¢ Industrial Relations & Personnel Management: Ensures organisa-
tional compliance with all statutory requirements pertaining to labour,
the Namibian Labour Act and/ or any other HR related regulatory laws;
assists in resolving organisational labour matters, provide feedback
to and from labour unions officials in order to mainaint labour peace,
co-ordinates and handles all disciplinary cases by ensuring that proper
and fair procedures are carried out, updates and maintains the labour
records.

¢ Administration and Ad hoc functions: Performs ad hoc duties as
required by the Directors Senior Management, e.g. HR minute writing,
performs spot checks on reports and forms for government officials,
such as statistical data for the ministry of fisheries, compiles and com-
pletes the relevant affirmative action reports and feedback timeously.

e Scope of decision making: Recommendations on steps required to
best provide the required support including review of current policies,
the processes necessary and steps necessary for all staff members to
ensure compliance with all aspects of the conditions of employment
policies, procedures and programs that can best support its daily op-
erations, steps in the extent to which the organizations HR processes
and systems run smoothly.

e Reporting: Daily, monthly e.g. due to monthly reports or HR forecast-
ing, wage negotiations,. Annually, reviewing of company policies or
conditions of employment, performance standards and efficient pro-
cesses for affirmative action reports are only apparent after a period
of a year.

THE PERSON

Minimum requirements

e Degree/Diploma in Human Resource Management or Business
Administration.

e Basic qualification in Human Resources Management with Competency
in Training and Development and at least a total of 3 years relevant
experience at a of Supervisory level as a Generalist Human Resource

Practitioner.

e Proven ability to think through the impact of actions on the various parts
of the business.

e Experienced in HR software/ computer literacy (HR Forecasting, Payroll
and Job Evaluation) and managing a payroll system.

* Sound experience in managing industrial relations functions.
e Computer literate (can use Word, Windows XP, Excel & Power Point).

e Sound knowledge of the Namibian Labour Act, aware of the related
laws and legislation/ statutory requirements that apply to the Condi-
tions of employment, e.g. Health & Safety Regulations; Environmental
Regulations provided in the Labour Act in order to ensure compliance.

¢ Basic understanding of the Maritime laws (Fishing Act, Regulations) and
of the Foreign language, Spanish would be a definite advantage.

Competency requirements
Sound interpersonal skills, creativity and ability to mix with people
across all levels.

* Pro-active ability to manage self and generates innovative ideas to
optimize systems and procedures.

e Able to accept responsibility; take risks; take the initiative; task-orientat-
ed; demands results; adores taking control; self-assertive and accepts
challenges with ease.

* Dynamic and goal-oriented.

e Demonstrate sound interpersonal effectiveness and organizational and
planning skills.

* Proven written and verbal communication skills in English.
e Sound judgment and decision making abilities.
e Proven ability to produce results.

e Supports efforts of co-workers / team to increase knowledge and
skills.

¢ Ability to work independently, handle confidential matters, exercise own
initiative, determine priorities and meet deadlines and display sound
work ethic.

* Ability to synthesize and consider things holistically be able to reduce
concepts to logical and practical initiatives.

e Sound lateral/creative thinking abilities with strong interpersonal, per-
suasion, tact, conflict handling and negotiation skills.

CREDITORS ADMINISTRATOR

THE POSITION

To provide an effective service in all aspects to data capturing, processing

of invoices and reconciling them to purchased orders.

Key Areas of Focus

¢ Scope of decision-making: Based on client’s relationship, decides on
whether or not to request an extension of account payments within the
applicable set authorisation levels, policy and procedural framework,
decides on the correctness of the steps taken within the framework
of the delegated tasks and on the most appropriate way to maintain
accurate records of all performed work as well most appropriate steps
to ensure reaction and payment by debtors.

* Processing: Invoice processing must conform to: adherence to time,
allocates all invoices ensures that the following information is complete;
supplier / account / tax group code, that it is authorized by the rel-
evant department, ensures its tax / VAT validation, files invoices / credit
notes systematically, prepares invoice/credit note request forms for all
invoices which are to be recovered and passes them onto management
for reviewing and processing.

¢ Monthly Reconciliation: Reconciliations must conform to: adherence
to time, prepares reconciliations for all creditors by the 20th of each
month deadlines, follows up on any outstanding queries, processes
adjustments where necessary and passes them on for minimum errors
posting, prepares remittances, attaches all the invoices for payment,
and passes them onto for approval by the Financial Manager and
ensures all reconciliations and invoices are filed once a payment has
been made.

e Administration and Ad hoc functions: Prepares daily cashbook
payments and ensures that the following is complete: account, tax
group code, proper authorization and documentation are passed on
for authorization and files them once complete and prepares ad hoc
analysis or reports as may be requested.

e Forward Planning: Daily: invoice processing, Weekly: filing and ad-
ministration, Monthly: reconciliations.

THE PERSON

M|n|mum requirements
e Diploma in accounting / bookkeeping with at least 3 years in an ac-
counting environment with exposure to the debtors and creditors
functions.

e 3 years experience in exports administration would be a distinct
advantage.

e Demonstrated knowledge of the following software Pastel and ACCPAC
Excel MS Word Outlook.

e Possess basic knowledge of the VAT Act, Income Tax Act, and general
relevant legislation.

e The incumbent’s greatest challenge is to do payments effectively and
timeously but the work process is highly structured, the incumbent per-
forms tasks/functions routinely as expected and the immediate superior
is always available for consultation.

e Hands-on experience in the basic administration of credit control is an
absolute must.

INTERESTED ?

e A detailed knowledge of clerical accounting procedures.
e Fluency in English or Afrikaans.
e Namibian citizenship.

Competency requirements
e Pays particular attention to detail.

e Good organising and planning and administrative skills.
e Exceptional ability to prioritize workload and to meet deadlines.

* Basic numeracy aptitude with a good sense of accuracy and excellence
orientation.

e Excellent customer service skills.

¢ Displays good levels of compliance and conformance and the ability to
identify discrepencies.

* Ability to assert oneself on matters of irregularity.

e Sound interpersonal ability and proven ability to work in a team
environment.

e Demonstrate very good time management and coping skills.
* |s analytical, accurate and systematic in executing tasks.
¢ Reflects uncompromising integrity.

e Displays good levels of frustration tolerance and patience to handle
ongoing inquiries.

e Provides alternatives methods in executing daily tasks more efficiently.

Our client offers an attractive package commensurate with qualifications and experience. The closing date is 03 July 2009 and suitably
qualified Namibians are encouraged to apply. Kindly forward your CV for the attention of: Marselina Tavarich to marselina@potentia.com.na.
All applications will be handled exclusively by Potentia Namibia and all short-listed candidates will be required to undertake an assessment test.




