LAVIEW SECURITY PHILIPPINES INC.
	JOB DESCRIPTION

	Position :   Accounting Assistant 2 ( Book of Accounts)




1 Basic Function 

1.1 Encoding of non trade collections in AR module computer software.
1.2 Write manually all transactions for financial reporting at the Bureau of Internal Revenue in the registered book of accounts.
1.3 Fund Custodian for 5S activities and others.
1.4 Other tasks that may be assigned by immediate superior.

2 Reports to:

      2.1 Finance Assistant Manager.
  
3 Duties and Responsibilities

     3.1 Encode at AR Module computer software all non trade collections official receipts.
     3.2 Write all official receipts in the Cash Receipts book.
     3.3 Write all check vouchers in the Cash Disbursement book.
            3.4 Write all sales invoices in the Sales Journal book.
             3.5 Write all vatable purchases and expenses in the VAT subsidiary ledger.

             3.6. 5S Fund custodian and other funds.

4.  Qualification Requirement 
  
            4.1. Education         :   A graduate of any business course.
            4.2 Experience        :   Preferably with 1-year experience in manufacturing firm.
            4.3 Training             :    Bookkeeping.
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