
 
 
 
 
 
 

 
 
 
 
 

Position Accountant (ACC) 

Department Accounting and Finance Department (FN) 

Direct Supervisor Finance Officer (FO) 

Direct Subordinate N/A 

Job Objectives Effective planning and recording of the company’s financial 

transactions and compilation of accounting data and 

financial reports 

 

 

1. Job Brief 

The ACC is responsible for carrying out the company’s financial transactions. The ACC 

is also in charge of the documentation of accounting data and the provision of 

financial information to management by compiling financial reports and statements. 

 

2. Duties and Responsibilities 

2.1 Manage and perform the company’s accounting transactions 

2.2 Handle the bank accounts’ reconciliation 

2.3 Collect, analyze and summarize accounting information and trends 

2.4 Create periodic reports, e.g. balance sheets, income and cash flow statements 

2.5 Compile and report financial statements in an accurate and timely manner 

2.6 Assist in the preparation of budgets and other forecasts 

2.7 Monitor and follow up on accounts payable and receivable 

2.8 Manage the efficiency of procurement and outsourcing activities 

2.9 Coordinate the dispensation of payroll and other monetary benefits 

2.10 Issue invoices, receipts and other related documents on company letterheads 

2.11 Perform regular audits and resolve discrepancies 

2.12 Compute tax payments and returns, incl. social security and value-added tax 

2.13 Ensure timely payments of taxes and other dues 

2.14 Ensure the proper allocation of adequate accounting software or system 

2.15 Assist in the development of budgets, objectives, and recommendations 

2.16 Maintain financial security and ensure compliance to accounting and financial 

regulations 

2.17 Conduct organized documentation of all accounting transactions including in-

flows and out-flows 

2.18 Develop and manage a proper filing system for accounting and financial data 

2.19 Reinforce financial confidentiality and conduct regular database back-ups  

2.20 Maintain customer confidence and protect operations 

2.21 Assist in the development of pricing schemes and strategies 



 
 
 
 
 
 

 
 
 
 
 

3. Job Requirements 

 

3.1 Education and Certificates 

3.1.1 Bachelor’s degree in accounting or equivalent 

3.1.2 Master’s degree in accounting or relevant professional qualification (CPA, 

CMA, CFA) 

 

3.2 Work Experience 

3+ years of experience as Accountant or similar role 

 

3.3 Skills & Qualifications 

3.3.1 Advanced knowledge of accounting and finance principles, including the 

Generally Accepted Accounting Principles (GAAP) 

3.3.2 Experience with general ledger functions 

3.3.3 Professional and advanced knowledge of Microsoft Office tools 

3.3.4 Hands-on experience with accounting and finance software 

3.3.5 Strong understanding of local business laws, tax and social security 

regulations, and auditing procedures 

3.3.6 Ability to prepare complex reports and financial statements 

3.3.7 Advanced critical, analytical and strategic planning skills 

3.3.8 Strong organization skills with a problem-solving attitude 

3.3.9 Excellent verbal and non-verbal communication and interpersonal skills 

3.3.10 Accuracy and attention to detail 

3.3.11 Strong ethics and reliability 

3.3.12 Ability to work under pressure and plan personal workload effectively 

through proven time management skills  

 

3.4 Company Experience 

None required. 


