Jop Description

Egyptian NGO Support Center 

Better Sexual and Reproductive 

Knowledge & Health for Egypt’s Youth”
اتفاقية  1100-0209
Jop Description
Accountant 

Jop Title: 

Accountant 

Reporting Relationship: 


Financial and Administration Director

Location of the Jop: 


Main office of the ENGO Support Center in Cairo
Overall Responsibilities: 

The Accountant is responsible of reviewing all payment documents to ensure their accuracy. Also prepares monthly payroll, bank reconciliation, checks, and payments to the tax authorities.
Key Functions: 

 Prepares vouchers Arabic/English and ensures that a proper accounting code is written on the voucher.
 Ensures that all payment vouchers are approved prior to payment.
 Ensures that the expenditures are in accordance with Ford Foundation and NGO support Center policy and regulations.

 Ensures that all check books are in a safe place.

 Prepares employee’s monthly payrolls, and deducts the proper amounts payable to the social insurance and tax authority and ensure that all tax and social paid in legal time.
 Prepares the checks from the proper checking account.

 Posts all entries in the daily journal and subsidiary ledger
 Preparing the monthly/quarterly/annually in English and Arabic as demand dollar and Egyptian pound.

 Reviews all Petty cash/ temporary cash and the monthly reconciliation and follow up their settlement on time and inventory petty cash.
 Prepares bank reconciliations.

 Posts and updates the cash receipts/cash disbursement journals.

 Keeps copy from all financial report.

 Responsible for asset inventory in the end of year and temporary inventory.
 Prepares all other finance assignments as required by financial and administration director
 Have experience in quick box program  
Qualifications:

 Bachelor degree in accounting.

 2 or more years experience with an NGOs.

 Basic computer skills – word processing and spreadsheet, typing ability,

 Professional understanding and experience with policies related to avoidance of conflicts of-interest,

 Excellent written and spoken English and Arabic.

 Willing to travel as required.
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