	Job Description and Specifications

	Position Title
	Accountant
	Position Grade
	

	Department
	Namlog Finance
	Location
	Brentwood Park

	Reports to
	Finance Manager
	Direct Reports
	None

	Internal Relations
	Operations Division (Fleet, Clearing, POD, Abnormals and Specials) Finance, IT, HR, Contract Logistics  
	External Relations
	Internal stakeholders, 3rd Party Service Providers, SMSA, Gentex, Mellets Transport, SLI and SLI SA   

	Job Code
	FM
	


	Basic Function
	General accounting functions, ensuring financial records are accurate.


	Key Responsibilities 

	Core
	1. Processing of journals 

2. Complete balance sheet reconciliations 

3. Manage full function of the prepaid card administration 

4. Financial processing (vehicle recharge journal, stock entries, SLI NAM & SLI SA/Namlog loan accounts, processing of ICB, processing of insurance, credit card and fleet card transactions 

5. Full financial function for certain other group companies
6. Produce monthly management packs for certain other group companies

7. Forex & Rand petty cash (Balance cash on hand to Evolution) 

8. Office Filing

	EHS
	1. Adhere to PPE requirements of the company

2. To adhere to all of Namlog policies, procedures and SHE requirements.


	Decision-Making

	1. Correct action according to the authority limited.


	Key Performance Indicators (KPIs)

	1. Abide by the goal setting forms (Individual KPI’S) of the current financial year


	Qualification

	Qualifications
	1. Grade 12 (Matric).

2. Relevant Financial Qualification


	Experience 

	*Note: Industry Experience wherever its applicable

1. Minimum of 3 years related experience
2. Experience in Logistics or transport industry will be beneficial


	Competencies - Professional 

	· Adaptability

· Continuous Learning

· Communication 

· Networking / Relationship Building

· Conflict Management 

· Risk Management 

· Stress Management

· Influence 

· Initiative 

· Planning & Organizing

· Decision Making

· Analytical Thinking
· Teamwork 

	Competencies - Technical 

	· MS Office (Excel, Word, PowerPoint, Visio, Outlook) Knowledge

· Language Proficiency knowledge (English)

· Evolution
· Dangerous Goods Knowledge

· Internal Audit Compliance Knowledge
· Investigation Knowledge

· Local Regulations Compliance Knowledge

· Total Quality Management Knowledge




	Competencies – EHS

	· Knowledge of basic environment health and safety requirements

· EHS corporate objectives awareness

· Awareness of Environment Health & Safety incident reporting


Date of Release 01/09/2023
	Prepared by:
	Reviewed by:
	Approved by:

	Finance Manager
	HRD
	CFO


I hereby confirm my utmost commitment in fulfilling all the requirements including above and any amendment to this document.

Management reserves the right to amend the Job description at any time without prior notice.

	Employee Name:
	Signature:
	Date:
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