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Christian Leaders’ TrainingCollege of Papua New Guinea, Inc.
“Serving the Churches of the South Pacific Islands””
.
Job Title: Finance Officer (Banz Campus)
Job Overview: Reporting to the Finance Manager, you will be responsible for providing effective and efficient operational leadership for the Finance Office.
Key Responsibilities: 

1. Prepare monthly and annual tax reporting and compliance

2. Monitor Creditor’s payments

3. Cash Handling

4. Assist in the Preparation of Financial Plan and Budget

5. Assist external auditors

6. Fixed Assets Register

7. Prepare financial and management report to assist management in decision making

8. Carry out other relevant duties as required by the Finance Manager and / or General Manager

Knowledge and Experience:

1. Diploma/Degree in Accounting/Business or related finance discipline

2. Minimum 3 years’ experience in an NGO sector or church organizations
3. Working knowledge in using computerized Accounting systems, preferably Quick-Books / Reckon for Windows

4. Proficiency in Microsoft Office, Excel, Word and Power-point

5. Ability to work with minimum supervision

6. Working toward CPA membership 










