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                   JOB DESCRIPION - SAMPLE

	POSITION:
 
	
FINANCIAL ACCOUNTING MANAGER

	DEPARTMENT:


	
FINANCE

	MANAGER:


	
COUNTRY FINANCE MANAGER


	
	GENERAL REQUIREMENTS:

Education:

Minimum – Post secondary institution of higher education

Work experience:

Working experience on the same or similar positions

Special skills and qualifications:

· Leadership 

· Oriented to business results achievement 

· Local financial legislation knowledge Initiative

· Active knowledge of English language 

· Computers skills

GENERAL RESPONSIBILITIES:

Responsible to organise business in Finance Department according to finance legislative regulation in the defined market territory. Establishing and maintaining effective and timely financial support to the internal clients, which includes monitoring of all Company expenses, preparing expense reports and payroll accounts as well as all advance payments. Responsible for the confidentiality of all data he/she is dealing with.

RESPONSIBILITIES:

· Monitoring and full implementation of the Company procedures and instructions.

· Monitoring of legislative regulation in defined market territory. 

· Establishing, implementing and maintaining of accounting system, payment system and tax accounting.

· Defining, establishing and implementing standards and working environment in order to provide high working quality of the department, high quality of the finance services and leadership.

· Responsible for timely and correct preparing of the finance reports. 

 Creating strategy and setting the objective 

a) Creating development of department strategy, establishing all relevant objectives due to meeting the objectives.

b) Periodically assessment of the team members and taking some corrective actions in case there is need for them. 

Finance business:

a) Responsible for the full implementation of the accounting standards, General Ledger controlling and coordination of local legislative with the International Accounting Standards. 

b) Responsible for the correct and timely payment of all allowances related to employees, as well as reimbursement of all other expenses (business trip, additional education).

c) Continuously following the changes related to the legislative regulations, bank activities on the market and taking care about their influences on the accounting, finance, taxes, payments in the sense of identifying risks and opportunities. 




d) Establishing and taking care about periodical reviews of the measures that are represented by differences between realised and planned.

e) Identifies, defines and realises all necessary corrective actions for meeting the objective. 

RELATIONSHIPS

Reports have to be submitted to the Country Finance Manager as a direct manager.

In all professional relationships with clients/customers employee is obliged to respect Code of Business Conduct.

DUTIES AND ENTITLEMENT

Financial Accounting Manager is obligated to prepare periodical finance reports for the Management Team.

In the case when Country Finance Manager or Country General Manager requests from Financial Accounting Manager to perform the activities that are not in this job description, Financial Accounting Manager agrees to perform them even in cases where the lower levels of qualifications from above mentioned ones are required for their execution and additional working hours are required.



	
	


	APPROVED:

Country Finance Manager


	DATE:
	SIGNATURE:



	Job description has been received, acquainted with and confirmed :

	EMPLOYEE:


	DATE:
	 signature:
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