LAVIEW SECURITY PHILIPPINES INC.

	JOB DESCRIPTION
	


	Position :   Accounting Assistant 1 (Invoicing)




1 Basic Function 

1.1 Generation of Sales Invoices of Trade Inventories Actual Deliveries to Dealer/Customers.
1.2 Verification of Unit Sales Prices, terms, discounts and special agreements of Trade Inventories actually transferred (ownership) to dealers/Customers.
1.3 Monitoring and Generation of Monthly Sales Invoices that covers display units deliveries.
1.4 Filing.

2 Reports to:

      2.1 AVP-Finance/HRA
  
3 Duties and Responsibilities

     3.1 Collate Sales Order and Dealer/KPI Purchase Order daily at 3:00 P.M. (if there is a delay in	     submission, always follow up).                                           
     3.2 Verify the entries in the sales order hard copies in comparison to Purchase Order. Note the                           terms, discounts, quantities and unit net prices. Deviation from discounts, unit prices and             terms shall be supported by a duly approved memorandum (AVP-Sales or CEO).  For special agreements same is applied- a duly approved memeorandum.
     3.3 Generation of sales invoices of trade inventories actual deliveries to dealers/custttomers.
            3.4 Monitors delivery receipts for attachment to sales invoice, ensure make follow-ups of these       D.R’s if 15 days after end of the month, DR’s are not yet forwarded to Makati office.
             3.5  Monitoring and Generation of Monthly Sales Invoices that covers display units deliveries.

             3.6. Filing of sales order, purchase order, sales invoices of display units, accountable forms and documents (memoranda about pricing).
            
4.  Qualification Requirement 
  
            4.1. Education         :   A graduate of Bachelor in Science of Accountancy

            4.2  Experience       :   Preferably with 1 year  experience  in an manufacturing firm

            4.3 Training            :    Credit and Collection.
                                                














































































































1. Basic Function 
             
a) Financial reports to management for decision making and strategic planning
b) Financial budgeting and forecasting
c) Credit and collection
d) Treasury management
e) Plant accounting administration
f) Payroll administration
g) Finance department personnel administration


2. Duties and Responsibilities

a) Preparation of financial reports to management like variance analysis and make recommendations for decision making and strategic planning.
b) Review and analyze reports from various section of the department and make conclusions, actions plans.
c) Budget formulation per department.
d) Variance analysis budget vs actual.
e) Administer and plan personnel benefits and career growth
f) Review and check veracity of payroll entries like employees and salaries.
g) Supervise and plan Fund placements, payments to suppliers,  bank loans, and interest (cash management)
h) Review and check accounts receivable, inventory, gross profit, accounts payable and company assets.
i) Insurance for company assets.
j) Review product costing and note for any decrease or increase  of costs
k) Supervision of government taxes, permits and licenses filing payments.   


3.  Qualification Requirement 
  
            3.1. Education         :   Certified Public Accountant  with MBA units

            3.2  Experience       :   Preferably with 3 years  experience  in general accoutning   

           3.3   Training            :   Comptrollership
			                      





			                      
1. BASIC FUNCTION 

a) Bookkeeping of KMI transactions 
b) KMI Cash Receipts & Disbursements
c) KMI Government Requirements filing and payments
d) Other KMI transactions monitoring


2.   DUTIES AND RESPONSIBILITIES

a) Preparation of Purchase Order for KPII on KMI Office Sales,  employees appliance loans, service centers KMI sales.

· KMI office sales -  are sales of KMI to stockholders, their friends and others book in Magallanes Office.
· Employees Appliance Loans – are sales to employees on installment basis.  A KMI Credit Memo shall be issued to these transactions to close the KMI Accounts Receivable for payments of these loans are through employees’ salary deduction.
· KMI sales in service centers – are sales in provincial showrooms, a PO shall be issued to KPII 

b) Monitor the Delivery of Office Sales .  A Delivery charge is added to KMI Sales Invoice.  Refer to the List of Delivery Charge  Policy.  Contact warehouse assistant for the confirmation of deliveries. 
c) Follow Up collections of KMI office sales.  Maintain  Accounts Receivable Ledger for all KMI office Sales which are collectible.
d) Monitor KMI sales in provincial showroom including Cavite Plant and make a consolidated sales report of KMI sales monthly.
e) Deposit all KMI collections intact.  Have a monthly Bank Reconciliation.
f) Prepare Cash Position Report once a week to monitor cash balances.
g) Prepare Monthly Vat Returns, Withholding Taxes, SSS Remittance & others.
h) Prepare monthly financial statements like Income Statement and Balance Sheet.
i) Prepare Schedule on the 3% Purchase Discount from KPII as a basis for Credit Memo Request.
j) Monitor KMI business permits renewal every January for all provincial showroom including Magallanes.
k) Registration of Books of Accounts every 1st week of December  at BIR Makati.   Remind and monitor provincial showrooms and service centers  to Register Books of Accounts in their respective BIR offices.
l) Preparation of Credit Memo Requests on Appliance Loans.
m) Preparation of monthly reports;

1. Accounts Receivable Schedule
2. Income Statement
3. Balance Sheet
4. 3% Purchase Discount from KPII 
5. Bank Reconciliation 




3. Qualification

          3.1   Education    :  A graduate of Bachelor in Accountancy
  
3.2 Experience  :  Preferably one year in General Accounting

         3.3   Training        :   Tax Seminars



4. Important Rules to Remember

a) Monday Absenteeism  is discouraged unless very compelling reasons.
b) Tardiness is not allowed.
c) Absenteeism before and after the holiday is not allowed unless permission is granted.
d) Always have a NOTEBOOK for reminder.
e) Always have documents received whenever giving documents to other departments or personnel.  Maintain a logbook for receiving.
f) Always follow up, never wait for an answer on queries, requests from other departments or personnel.
g) Maong and rugged attire is not allowed from Monday to Friday.  No Long hair.
h) Always be courteous and honest.
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1. Purpose	:  To provide standard procedures in the collection process.

2. Scope		:  This procedure applies to all trade and non-trade collections.

3. Procedure	:

3.1 Process Flow Chart of Collection

Responsibility			                         Process			Interface

AVP-Finance                                   Prepare monthly collection                      *Collection target

                                                                                                	 Note 3.1.1	

                                                             

Credit and Collection                   Receive check or cash payments both   *Official Receipts

 Assistant                                        For trade and non-trade collections          Provisional Receipts

                                                                                                      Note 3.1.2	

	

                                                          Encode all collections. Generate daily   *Service Invoice

                                                           Cash receipts register.   

                                                                                                      Note 3.1.3



                                                          Generate Aging Reports                           *Request for Credit Memo

                                                                                                      Note 3.1.4



                                                          Prepares Request for Credit Memo

                                                             (RCM)                              Note 3.1.5

	

Vice President/CEO                       Approves request for Credit Memo

                                                                                                      Note 3.1.6

	

                                                          Preparation of Credit Memo

Credit and Collection                                                               Note 3.1.7



                                                          Verify attached documents and affix 

AIS Department                              signature after posting.

                                                                                                      Note 3.1.8
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Notes:

3.1.1 AVP-Finance monthly collection target basing from the previous generated Aging reports and forward to Credit and Collection Assistant.

3.1.2 Credit and Collection Assistant receive check, service invoices for service revenues and cash collections both for trade and non-trade accounts. For provincial dealer accounts, Sales personnel collects the accounts and issues provisional receipts for check payments and official receipts for cash payments. For service income the Billing Clerk shall issue Official Receipts and for non-trade collections, the Credit and Collection Assistant is responsible in documenting such collection/receipts.

Non-trade collections are:

3.1.2.1 Excess of cash payments.

3.1.2.2 Payment for personal calls.

3.1.2.3 Service fees, installation fees, repairs, general cleaning fees and sale of parts.

3.1.2.4 Others.

3.1.3 Encode all collections in the financial system the Cash Receipts module. Generated daily cash receipts register.

3.1.4 Generate Aging reports and furnish copies to respective sales personnel. Check and verify matured and past due invoices not yet paid. Highlight the past due accounts especially for invoices on the over 121 days column.



3.1.5 Credit and Collection Assistant shall prepare Credit Memo request for invoices that has rebates, special discounts, dealer support and sales invoice deductions. The supporting documents of this Request for Credit Memo are the duly approved memo from sales department previously forwarded. No request for Credit Memo shall be prepared without supporting documents. The following are supporting documents:

3.1.5.1 Pull Out Receiving Reports of Sales Returns.

3.1.5.2 Duly approved memorandum for prompt payment, volume and other 

Special dealer discounts.                                                                                                              
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3.1.5.3 Duly approved rebates on price adjustments.

3.1.5.4 Warranty cards or dealer sales invoices for salesman incentives.

3.1.5.5 Dealer agreements of year end incentives.

3.1.5.6 Dealer Support Form.

3.1.5.7 Tear sheets of newspaper ad, pictures and other forms to support 

dealer deductions.

3.1.6 Credit and Collection shall forward Request for Credit Memo to AVP-Finance for notation. After notation, these shall be forwarded to Vice President or CEO for approval.

3.1.7 Credit and Collection Assistant shall receive the duly approved Request for Credit Memo and now can proceed to the preparation of Credit Memo in triplicate copies. Forward Credit Memo to Audi department for audit.

3.1.8 Audit department reviews and checks Credit Memo and its attached documents. Affix signature to Credit Memo and posting shall follow. VP-Finance or President-CEO approves Credit Memo.



4. Quality Record

4.1 Monthly Collection Target

4.2 Daily Cash Receipts

4.3 Credit Memo

4.4 Aging Report































 (
Prepared by:
AVP-Finance                                    Approved by:
 CEO
)

Ref.Code: PM-FIN-04              Date: 09/01/04                       Rev. No: 01                           Page No: 3of 3











































































































	





























































































































































































































	














































































































