Finance & Administration

Timecon Kenya Limited is looking for a qualified Graduate to fill the following position:
Finance & Administration
Key Roles in Finance, Accounting and Administration
· Managing the company bank accounts and reconciliations 
· Invoicing of Clients
· Invoicing of Suppliers and facilitating payments
· Updating bank accounts receipts and payments.
· Filing of the organization’s VAT Returns
· Processing of the payroll and filing of relevant returns 
· Petty cash administration
· Maintaining an organized filing system
· Preparation of cash-flow projections
· Updating the collections report 
Key Qualifications
· Graduate of Bachelor’s Degree in Finance, Accounting or related field 
· Attained at least a CPA Section 4 qualification
· Proficiency in Microsoft Office (mastery of Excel & Word) 
· Knowledge of Accounting Systems (Sage Pastel Partner will be an added advantage)

Key Competencies 
· Accuracy and attention to detail 
· Organizational skills 
· High level of integrity
· Communications skills 
· Proactive and self-motivated
· Team player
· Leadership skills
If you fit the above qualifications, submit your application and cover letter on or before 15th July 2022.
