	Job Description and Specifications

	Position Title
	Accountant
	Position Grade
	

	Department
	Mellets Finance
	Location
	Kathu

	Reports to
	Finance Manager
	Direct Reports
	None

	Internal Relations
	Operations Division (POD, Abnormals and Specials) 

Finance 
	External Relations
	Internal stakeholders

3rd Party Service Providers

Clients 

	Job Code
	ACCT
	


	Basic Function
	General accounting functions for the group, assist with debtors and creditor’s function. Primary focus on creditor management and assisting FM with month end reporting and ad-hoc projects.


	Key Responsibilities 

	Core
	1. Processing sales invoices on Sage Evolution (Tshipi, BRMO + S32)
2. Submit and process credit notes 
3. Assist clients with quotes when necessary
4. Allocate payments received and reconcile debtors accounts 

5. Issue Debtors statements to agreed deadlines (Tshipi, BRMO + S32)
6. Respond to queries from debtors & creditors 
7. Process bank transactions weekly 

8. Process subsistence allowance journals weekly 

9. Process petty cash + petty cash cards monthly + Reconcile 

10. Process credit card transactions monthly + Reconcile 
11. Prepare accruals for FM to process monthly 
12. Assist with Purchase Orders 
13. Process supplier invoices on Fraxion

14. Prepare supplier payments + load on Business Integrator 

15. Monthly creditor recons 

16. Prepare the following recons for month-end:

a. Abnormal Recon (Permits)

b. Staff Loan Recon 

17. Assist with month end reporting:

a. ICB Recoupments + RICB Invoicing 
b. ICB supplier invoice processing 

c. Interest on Namlog loan account (Calculation + Journal)

d. Agree debtor + creditor balances to other companies in the group 

e. Processing of journals if necessary

18. Prepare Flash Information:

a. Revenue 

b. Debtors 

c. Creditors

19. Prepare Management Pack for Mellets Logistics 

20. Assist FM with statutory audits, BEE audits + ad-hoc projects 
21. Office Filing

	EHS
	1. Ensure that Business Unit adhere to prescribed Regulatory Stipulations such as OHS, Safety and Security, Namlog policies and procedure.

2. Management and Maintenance of Safety and Security of all Cargo, Equipment and Employees.

3. Adhere to PPE requirements of Employees


	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 8 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

· 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
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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.
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