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 follows 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 memorandum.
     3.3 Generation of sales invoices of trade inventories actual deliveries to dealers/customers.
            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 a manufacturing firm
            4.3 Training            :    Credit and Collection.
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Approved by :  President/CEO



