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Job Description

Job Title: Accountant

Department: Financial Management.

Reports to: Financial Manager/Foundation Director.
Location: Aden

Start Day: ASAP.

Posted: November 02, 2023

Deadline: November 12, 2023

Introduction:

PASS Foundation - Peace for Sustainable Societies is a voluntary non-profit
Foundation, founded on January 15, 2020. Licensed by the Ministry of Social Affairs
and Labor No. (305).

PASS Foundation - Peace for Sustainable Societies founded by a group of young and
community activists of both sexes in Aden governorate. The Foundation works to
improve the performance and quality of services provided to beneficiaries for further
achievement of comprehensive sustainable development in Aden and Yemen in
general.

Job Purpose:

In accordance with the Foundation 's Financial Regulations and Policies, The
Accountant Officer will be responsible for applying the accounting principles for
recording financial operations in accounting records and automated accounting
software, preparing the financial reports, and using accounting control procedures
and effective documentation of transactions.

Key Responsibilities:

Under the direct supervision of the Department, the incumbent would carry out the
following tasks:

- Keep all records, accounting books (book or Systemic) and documents
required to prove and record financial transactions according to the
foundation's system.
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- Direct responsibility for all accounting entries, ascertainment of the
deportation and directive, verification of the existence of supporting
documents, legal validity and legality of the entries.

- Follow-up the liguidation and settlement of the Financial Custody.

- Audit and reconcile accounts in banks, deposits, disbursements, withdrawals
and follow up on banks' monthly settlements.

- Preparing salaries and wages and everything related financially to them.

- Follow-up on administrative matters in the timely payment of obligations.

- Ensure that financial transactions are kept in regular files so that they are
easily reached, and maintain separate files for each project in terms of
contracts, collections and project-specific financial expenses.

- Submit daily or monthly financial reports and timely submission to financial
and administrative manager.

- Maintaining the control record of fixed assets and recording annual
consumption of each fixed asset, and delivering to the financial and
administrative manager.

- Commitment to the Code of Conduct, policies and regulations of the
Foundation which are part of the contract during the job period.

- Any tasks assigned by the Direct Officer.

Qualifications and Experiences

- Bachelor's degree in accounting or relevant field

- An experience in accounting field

- Ability to use the accounting automated software (ONYX Pro) is required.

- Ability to draft and prepare periodic and final financial reports and budget
reports.

- Very good knowledge in Microsoft Office applications (Excel advanced) is
required.

- Proficiency in English, written and spoken.

- Problem solving skills.

- Ability to operate independently and initiative.

- Detail oriented and high precision.

How to Apply

Please send your CV and National ID or Passport to hr@pass-ye.org before

12 November 2023, make sure you mention the job title (Accountant) in the
“Subject” field of your email.
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