LAVIEW SECURITY PHILIPPINES INC.
	JOB DESCRIPTION

	Position :   Accounting Assistant 1 (Cash Disbursement)




1 Basic Function 

1.1 Preparation of Request for Payments of all disbursements. 
1.2 Processing of check payments.
1.3 Releasing of check payments.
1.4 Filing.
1.5 Other task that may be assigned by immediate superior.

2 Reports to:

      2.1 Finance Assistant Manager.
  
3 Duties and Responsibilities

     3.1 Preparation of Request for Payments of all disbursements.
     3.2 Preparation and processing of check voucher for payments.
     3.3 Processing prepared check vouchers for signature and approvals
            3.4 Releasing check payments to suppliers. All payment must have supplier’s official receipt.
             3.5 Filing of disbursement documents.

             3.6. Others.
4.  Qualification Requirement 
  
            4.1. Education         :   A graduate of any business course.

            4.2  Experience       :   Preferably with 6 months experience.

            4.3 Training            :    Cash management.
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