JOB  DESCRIPTION
NAME  :  

POSITION  DESCRIPTION 
JOB  TITLE          :     FINANCIAL MANAGER
DEPARTMENT   :
  FINANCE DEPARTMENT
UPDATED             :     2011/01/18   

PURPOSE  OF  POSITION
Effective management of all facets of financial functions.

KEY  PERFORMANCE  AREAS:

· Monthly Management Accounts and Board Reports

· Financial Administration

· Annual Budget preparation, collation and completion

· Annual External Audit

· Management and control of all assets by asset register

DUTIES  AND  RESPONSIBILITIES

MANAGEMENT ACCOUNTS AND BOARD REPORTS

·  Complete monthly management accounts and board reports

· Effective financial analysis (Monthly Financial Statements), Reporting (Management Accounting to Midrand)

FINANCIAL ADMINITRATION

·  Ensure the general ledger is properly maintained by eliminating adding unnecessary accounts on a monthly basis when Financial Statements are complete

· Ensure the management accounts are processed

· Management of Income and Exprenses (Debtors and Creditors)
· Management of cashflow  (Bank Reconciliations)
· Maintain systems and procedures
· Franchise Returns

· Management and maintenance of General Ledger

· Vat Returns to SARS

ANNUAL BUDGER PREPARATION AND COMPLETION
·  Plan the budget process

· Prepare the budget format

· Collate the departmental budgets

· Consolidate and review within reason

· Complete budget pack within stipulated deadlines

ANNUAL EXTERNAL AUDIT

·  Provide financial information to auditors

· Ensure the audit is complete within stipulated deadline

MANAGEMENT OF ASSETS

·  Verifying fixed assets on asset register

· Depreciation on a monthly basis.
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  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.
__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________
DEPARTMENT  MANAGER                                           DATE
__________________________                                         ___________________________
L L  ROBINSON                                                               DATE
HR  ADMINISTRATOR 
