JOB DESCRIPTION 
	Position:
	Accounting Assistant
	Department:
	Finance

	Reports to:
	Senior Management 
	Location:
	Mandaluyong City

	

	Primary Function

	This role will be responsible for the preparation of financial and operational reporting, including month-end responsibilities that are key to the organization in order to complete TIN HAO DIMSUM’S business unit reporting.  During the non-month end period the responsibilities will involve invoicing of customer orders, accounts payable, cheque runs, purchasing, job cost analysis, review of business unit costs, assisting with budgets and forecasts, and various ad-hoc projects. The Financial Accountant will report to Senior Managment of EST DIMSUM, INC.


	Responsibilities

	· Assist in the preparation of business unit performance results for senior management.

· Prepare and maintain project list of outstanding jobs to calculate Work In Progress revenue.
· Prepare journal vouchers for project accounting.

· Reconcile project list revenue and costs to the GL 
· Invoicing and maintenance of customer orders.

· Prepare operational results including Key Performance Indicators.

· Research and comment on financial variances (actual vs. budget/forecast).

· Prepare job cost analyses.

· Prepare and maintain Direct Maintenance Cost schedule by component.

· Assist Senior Management with budget and forecasts.

· Assist in the solution of issues relating to the accounting system as they arise.

· Receives and analyzes financial reports of Franchised and Company-owned Branches.

· Monitors operational costs of Franchised and Company-owned Branches

· Recommends strategies to improve overall financial performance of Franchised and Company-owned branches.

· Constant updating of Operations Manual – Accounting Section.

· Assist Senior Management with monthly financial analysis of submitted Franchised and Company-Owned Branch Income Statements.

· Periodically updates expense percentage standards for Franchised and Company-owned Branches.

· Conducts training of Franchisee’s accounting staff.

· Receives and documents all payments from the franchisees, suppliers etc.

· Preparation and processing of timely vendor payments and scheduled cheque runs.
· Willing to do clerical work.

· Occasional traveling required.

· Assist with special projects as required.


	Qualifications and Experience

	· Completion of a Bachelor of Business Administration with an Accounting focus preferred.

· Strong entrepreneurial spirit.

· Working towards the completion of a professional accounting designation considered an asset.

· A strong background in fundamental accounting principles.
· Desire and initiative to take on challenges and deliver results. 

· A team orientated work approach with the ability to work independently.

· Ability to organize and prioritize a demanding workload.

· Excellent interpersonal skills.

· Must be able to demonstrate excellent written and verbal communication skills.
· Strong skills in Data Entry, MS Office applications

	


