JOB  DESCRIPTION
                                             
                                            
NAME				:	
POSITION  DESCRIPTION	:	CREDITORS CLERK
JOB  TITLE			:	CREDITORS CLERK    
DEPARTMENT			:	FINANCE   
UPDATED			:	2012-09-07

PURPOSE  OF  POSITION:

Paying of creditors and sundry accounts
Reconciliations of accounts
Assisting Directors and Management with any duties that may arise
Completing the assets register monthly

KEY  PERFORMANCE  AREAS:

1. Capturing of Supplier invoices / Credit notes on Pastel
2. Completing of Assets Register monthly
3. Filing 
4. Typing of Correspondence 
5. Stock Value Reports 
6. Motor Vehicles - Registration of new Company vehicles 
7. Motor Vehicles – Sales and disposal of Company Vehicle 
8. Administer Company Insurance Claims 
9. Processing of Cheque / EFT Requisitions (excl. Creditors req.)
10. Reconciliation of Petty Cash
11. Stannic Petrol Reports
12. Banking
13. Journals
14. Advertising Claims

DUTIES  AND  RESPONSIBILITIES

1. CAPTURING OF SUPPLIER INVOICES / CREDIT NOTES 
· Responsible for creditor’s reconciliation's and payment as specified.
· Ensuring that suppliers invoice pricing match our purchase order.
· Posting of Invoices and Credit notes on pastel accounting as specified.
· Printing of month end reports on creditors.
· Completing of Cheque / EFT Requisition Forms requested by Financial Manager
· Hand the Cheque / EFT Requisition Forms (with the necessary documents attached) to the Financial Manager / HR Administrator and or Directors for signing.
· The Cheque / EFT Requisition  is processed on Pastel 
· File the Cheque / EFT Requisition Forms in numerical order in the EFT files.
· Pay all Creditors via Internet (EFT)
· Issuing of cheques – only on request. To file Cheque Files in numerical order.     
           
2.   COMPLETING THE ASSETS REGISTER. (MONTHLY) 
· Entering assets bought during the month into an assets register on pastel.
· Entering capitalized items and in-house deals for specific month into register.
· Completing the assets register enables us to calculate depreciation for the specific month.

3.   FILING
Maintain a filing system for all business purposes.

4.  TYPING OF CORRESPONDENCE
· Typing correspondence for the Managing Director and or Financial Manager  if necessarily
5.  STOCK VALUE REPORTS
· Processing stock values from the AS400 print out onto excel format, for the purpose of the balancing of the stock on the AS400 system and the stock ledger accounts on pastel.

6.   REGISTRATION OF NEW COMPANY VEHICLES: 
· Make sure all documents with purchase of vehicle have been received
· Complete Form NCO ( yellow ) and RLV ( blue ) and submit for registration of vehicle with original Registration Certificate and Certificate of Roadworthiness ( only for used vehicles )

7.  SALE AND DISPOSAL OF COMPANY VEHICLES:  
· Make sure that buyer of vehicle gets all completed documents when vehicle gets sold ( VAT Invoice, Form NCO, Certificate of  Roadworthiness , original Registration Certificate, confirmation that vehicle is paid for in full, latest Motor Vehicle License and Clearance Certificate receipt ) 
· With sale of Company vehicles, remove from Asset Register by Journal and also Profit/(Loss) with sale / disposal of Fixed Assets to be accounted for
· With disposal of Company vehicles written off due to a motor accident, deposit cheque received from Insurance Company, remove Company vehicle from Asset Register and adjust Profit/(Loss) with sale / disposal of Fixed Assets

8.  ADMINISTER INSURANCE CLAIMS:  
· Maintain insurance claim records for all insurance claims
· Follow up any outstanding claims with insurance company

9.  PROCESSING OF CHEQUE / EFT REQUISITIONS (EXCL. CREDITORS)
· Processing all Cheque / EFT Requisitions on Pastel Accounting System.
· File Cheque / EFT requisitions with relevant paperwork.

10.  RECONCILE OF PETTY CASH 
· Balance and reconcile Petty Cash of branches  when the branches send the Petty Cash via E-mail or per hand.

11.  PETROL REPORTS
· The reports are sent from Wesbank via e-mail.
· The reports are distributed to the various department managers/directors, to enable them to control the usage of the petrol cards and to calculate private usage of the cards.

12.  BANKING
· Receive either cash / cheques from reception and drivers.
· Sign for receipts.
· Fill in daily banking recon and give to Credit Control Supervisor to do allocations
· Mailing Assistant will bank all cheques and return with bank stamped deposit slip for filing.
· Cash received to be handed over to Financial Manager for safe keeping.

13.  JOURNALS
· Processing of journals i.e. Petty Cash / Stannic/ Petrol Deductions

14.  ADVERTISING CLAIM
· To make 2 sets of copies of all relevant documentation; 1 set for Nashua Head Office and other set kept in Advertising File for future references.
· To do “Advertising Summery” (on Excel spreadsheet)
· To do Invoice Only on AS400 for Nashua Head Office
· To give HR Administrator a copy of the Invoice.
· Send set to Nashua Head Office for processing of Credit to us.




AUTHORITY
Accepting  full  responsibility  for  all  duties  and  key  performance  areas


OTHER  ASSIGNMENTS

To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Directors and Management.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.


__________________________                                         ___________________________
EMPLOYEE                                                                      DATE




__________________________                                        __________________________
DEPARTMENT  MANAGER                                           DATE





__________________________                                         ___________________________
L L  ROBINSON                                                               DATE
HR  ADMINISTRATOR 



