The South African
gy Council/or Planners

£ ACCOUNTS ASSISTANT

SACPLAN
RECRUITMENT 2024
Location: Midrand, Johannesburg, South Africa
DIVISION: Finance
Job Type: Permanent
Salary bracket: CTC - R200 000-R245 000

Job Summary:

As our Organisation continue to expand, we have exciting opportunities for a finance individual to join our
team. We are in search for an Accounting Assistant to perform daily accounting task that will support our
Finance team. Accounts Assistants responsibilities includes Organise and Process Daily financial
Transaction, Maintain Financial Filing System, Managing expense reports and reimbursement, entering
financial fransactions in our internal database and reconcile invoices & Assist with Administrative Tasks

o Capture payments and/or receipts on accounting system after verifying supporting documents for
validity, accuracy, and completeness

o Capture and maintain Masterfile information (creditors, debtors, assets) on an accounting system

e Capture S&T advances and claims after verifying for validity, accuracy, and completeness

e Prepare Invoices accurately and timeously as per Fees Structure

e Reconcile the accounts receivable ledger

e Exercise judgment and vigilance in chasing overdue debft, including sending out reminder letters in
accordance with Company policy

¢ Monitor customer payment frends to target customers who are frequently outside of terms

o  Weekly status reporting of debtors including analysis on outstanding invoices vs terms

¢ Monthly Reconciliation Statement for Supplier account

e RFP’s to be prepared accuracy & on time.

¢ Manage and coordinate the execution of internal communications.

e Report on discrepancies between source documents and fransaction processed on the accounting
system

e Respond to Client Queries and related to Financial Transaction

e Administrative Support

DUTIES & RESPONSIBILITIES:
Required Qualifications and Experience

Relevant National Diploma or Bachelor's Degree

Knowledge of basic bookkeeping procedures

Familiarity with finance regulations

Good math skills and conduct proper due diligence s

Minimum of 2 years' experience in a finance Depf.

Hands-on experience with MS Excel and accounting software (e.g. SAGE, CASEWARE)

Experience with Monthly Management Accounts will be an advantage

Excellent Organisation skills

Proven Ability to handle sensitive, confidential information

Monitoring purchase Ledger, ensuring invoices are processed correctly and paid in accordance with

company policies
e Reporting on a weekly basis on the status of Debtors and Creditors
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Desired experience includes:
Knowledge and understanding of forecasting future cash inflows based on aged debtors and
information from across the business

e Experience with Monthly Management Accounts
¢ Knowledge and Understanding of identifying and adjusting ledger enftries

e Assists with End of Month process

Applications
Applications should include the following:

e Cover letfter stating the name of the post,
e Comprehensive CV

o Certified copies of qualifications and ID

e Three (3) contactable references (preferably from a former employee)

Should be submitted by sent to the Finance Department, South African Council for Planners (SACPLAN),
via email to psibisi@sacplan.co.za no later than the closing date.

Closing date for application, 27 February 2024, 16h00.
NOTE

Correspondence will be limited to shortlisted candidates only. If you have not been contacted within 2
months of the closing date of this advertisement, please accept that your application was unsuccessful.

Quudlifications and identification will be subject to verification.
No applications from recruitment agencies will be accepted.
Applications not meeting the minimum requirements will not be considered.

SACPLAN reserves the right not to make an appointment.
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