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Annexure A

JOB Profile
Junior Revenue Accountant
1. POSITION DETAILS:
	Position Title:
	Junior Revenue Accountant

	Organisational Unit:
	AFCA A Re Yeng Business Unit


 
2. JOB DESCRIPTION:

MAIN JOB OBJECTIVES/PURPOSE OF THE JOB
· To ensure the optimal functioning of the revenue division in accordance with an established work plan so that all accounting information are correctly captured, balanced, reconciled and reported on as required.

DESCRIPTION OF KEY RESPONSIBILITY AREAS
1. Ensure that all work is performed according to the work plan
2. Correctly capture accounting information
3. Integrate revenue and expenditure into the general ledger and balance
4. Balance and reconcile all income control accounts 
5. Maintain the revenue database
6. Do AFC System bank reconciliations
7. Prepare financial year end statements 
8. Implement and monitor communication and information flow processes with the Managers Office Administration and other relevant staff within AFC.
9. Attend revenue related working group meetings as required
10. Attend to records files and distribute to relevant officials if applicable
11. Assist with audit - internally and externally
12. Submit daily, weekly and monthly reports to the Manager 

JOB REQUIREMENTS
EDUCATION
Minimum educational qualification needed to fill the job.
[bookmark: _GoBack]A person with a NQF level 5 qualification with Accounting as a main subject will be considered and Any Relevant Accounting qualification.

EXPERIENCE 
With the minimum educational qualification, what minimum period of relevant experience is required to be appointed in the position?
Essential:
· Minimum 1 years accounting  experience
· Ability to act independently
· Good computer literacy and related experience 
· Good attention to detail
· Ability to ensure optimal utilisation of hours worked
· Good interpersonal and communications skills
· Ability to perform under pressure and to execute deadline management
· Ability to engage with various different role players effectively
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