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JOB DESCRIPTION

Position Title: Administrative Aide VI (Fiscal Clerk 1)
Item No: 12,13

Salary Grade: 6-1

Office: Provincial Accounting Office

Completion of 2 years of studies in

i Career Service (Sub-
college (prior 2018). None required None required rofessional) / First Level
OR Completion of Grade 12/Senior 9 4 B Etigibili
High School (starting 2016)* ghbility
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ncial records and transactions, prepares nce, and supports financial activities.

1) Keep accurate and up-to date financial records, including receipts, invoices, and other financial documents

Z)Generate financial reports, such as balance sheets and income statements, to provide Insights into the organization's finan
cial status.

3) Reconcile bank statements and financial accounts to ensure accuracy and identify discrepancies.

4) Handle financial transactions, including payments, receipts, and transfers, ensuring they are recorded correctly.

5)Ensure compliance with financial policies and regulations, and assist with audits by providing necessary documentation.

6) Performs other related tasks as may be assigned by the Department Head.




JOB DESCRIPTION

Position Title: Administrative Assistant Ill (Senior Bookkeeper)
Item No: 17,18
Salary Grade: 9-1
Office: Provincial Accounting Office
QUALIFICATION STANDARDS
Education Experience Training Eligibility
Completion of 2 years of studies in )
. Career Service (Sub-
college (prior 2018). 5 1 year of relevant . .
) ) 4 hours of relevant training . professional) / First Level
OR Completion of Grade 12/Senior experience Eligibilit
High School (starting 2016)* gioflity

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE UNIT OR SECTION

Develops, installs, implements, and maintains an efficient and effective system of accounting and internal audit. They
certify the availability of budgetary allotments to which expenditures and obligations may be charged. Additionally, they
ensure that officials have access to information regarding the financial condition and operation.

BRIEF DESCRIPTION OF THE GENERAL FUNCTION OF THE POSITION (Job Summary)

Responsible for overseeing financial record-keeping and ensuring accuracy in accounting transactions. Responsible for
maintaining ledgers, reconciling accounts, preparing financial reports, verifying financial data, and ensuring compliance
with accounting regulations and government policies.

STATEMENT OF DUTIES AND RESPONSIBILITIES (Technical Competencies)

1) Overseeing the recording of all financial transactions and ensuring accuracy.

2) Preparing monthly, quarterly, and annual financial statements.

3) Guiding and supervising junior bookkeepers to ensure compliance with accounting standards and company policies.

4) Reconciling bank statements and other financial accounts to ensure accuracy.

5) Assisting in the preparation and monitoring of budgets.

6) Ensuring all financial practices comply with legal requirements and company policies.

7) Performs other related tasks as may be assigned by the Department Head.




