
	
Job Title:
	
Accountant 

	
Job Objective/Purpose of Job:
	As an Accountant you will be responsible for maintaining financial procedures and systems, accounting, auditing, reporting, collection, financial accuracy, tax administration, budgeting and working capital management for the Company.


	
Department/Division/Unit:
	
Accounts

	
Location:
	
Lagos 



REPORTING RELATIONSHIPS:
	
Reports To:
	
Managing Director, MD



JOB DUTIES/RESPONSIBILITIES:
	· Maintain all accounting records in conformance with generally accepted accounting standards.
· Ensure optimal allocation of resources to prevent wastages and promote efficiency.
· Ensure that financial transactions are properly updated and recorded.
· Ensure data integrity in all financial reporting.
· Pay supplier invoices in a timely manner.
· Manage relationships with 3rd parties, vendors, tenants, regulatory authorities, tax authorities, etc. 
· Ensure payment of utility bills, tax remittances and track collection of service charges 
· Develop and ensure implementation of Service Level Agreements (SLAs) with vendors.
· Manage and Monitor account receivables and payables. 
· Ensure that receivables are collected promptly.
· Record cash receipts and make bank deposits.
· Assemble information for external auditors for the annual audit.
· Calculate variances from budget and report significant issues to management.
· Provide appropriate cost control, and other financial management information to meet the needs of management, the board, and other recognized stakeholders. 
· Ensure adequate preparation of financial reports to the management, auditors, the Board, and regulatory bodies. 
· Undertake tax management and planning to ensure tax efficiency for the company. 
· Assist in the preparation of annual budget and monthly budgetary control reports. 
· Relate with external auditors and tax consultants for annual audits. 
· Substantiate financial transactions by auditing documents.
· Maintain accounting controls by preparing and recommending policies and procedures.
· Reconcile financial discrepancies by collecting and analyzing accounting information.
· Prepare payments by verifying documentation and requesting disbursements.
· Maintain financial security by following internal controls, track transactions on balance sheets and report any discrepancies.
· Prepare asset, liability, and capital account entries by compiling and analyzing account information.
· Document financial transactions by entering account information.
· Recommend financial actions by analyzing accounting options.
· Summarize current financial status by collecting information preparing balance sheet, profit and loss statement, and other reports.
· Contribute to team effort by accomplishing related results as needed.
· Prepare other ad-hoc reports as may be required to establish performance objectives and targets.




PERSON SPECIFICATION:
	
· Bachelor’s degree in accounting, Finance, Economics, or any related field
· 5 - 7 years work experience in Accounting or Finance role with sound knowledge of accounting principles and practices
· Proficiency using popular accounting software 
· Prior experience in a real estate company would be an added advantage
· Ability to ensure accounting policies and procedures are followed
· Excellent analytical and problem-solving skills
· Strong ethical principles and ability to manage confidential and sensitive financial information with discretion and professionalism
· Good written and verbal communication skills
· Excellent relationship management skills
· Excellence in service delivery, focus on quality and attention to detail.
· Ability to multitask, prioritize, meet deadlines on a consistent basis and drive actions to closure.




Remuneration:
Annual Fixed Pay NGN3,600,000 + Allowances & Benefits 

How to Apply:
Qualified candidates should send their CV to joy.akintayo@hr-aidconsults.com with ‘Accountant’ as subject.

