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Position Code:

il 458

Job Title General accountant and financial auditor.
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Department : Executive
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Supervisor  : CEO of Bayouni Trading & Service Est.
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General Description of the job:

The application of the accounting system subject to the company, and
ensure the accuracy and validity of the proper functioning of financial
documents cycle, and prepare the final accounts of the periodic
financial reports, manage, coordinate and monitor the implementation
of the plans and systems of accounting and financial procedures and
financial reporting, monitoring and control and expenses the
company's resources and make sure used properly according to the
budget and financial plans of fruit and develop recommendations and
submit them to the Director General in respect of all matters of
financial impact on the company's position.

Setting and developing internal audit plans, rules and procedures
Implementation of internal audit plans and monitoring programs.
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Duties and Responsibilities:

1. Control of all incoming and outgoing documents to the
accounting department of any restrictions or calculation and
review, and validated and approved and they contain signatures
required before recorded

2. Investigate bankruptcies and other complex financial
transactions and prepare reports summarizing the findings

3. Collection and follow-up and save lists of accounts receivable
and accounts payable, and accounts receivable audit ages
schedule monthly and provide monthly reports to the concerned.

4. Auditing salaries and wages tables per month, and confirm
calculating additions and deductions on employees and
customers dues, and make any adjustments in the development
of staff and work on files in the computer.

5. Issuance of payments vouchers and the preparation of checks
related, after making sure that the documents attached is
correct and the follow-up to get the necessary signatures on the
checks, according to the authorities in company.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

prepare payroll settlement banks every month, and to show the
differences (if any), and inform the Chief Financial Officer for
review them, and prepare the necessary adjusting entries.

Prepare the balance of audited financial reports and studied and
displayed by, then filed presented to the Director General.
Preparation of final accounts at the end of the fiscal year.
Propose general company's financial policy development and
submission to the Director-General for approval.

Develop long-financial plans and short-term for the company
and submitted to the Director General with recommendations
concerning adoption.

Maintain a complete copy of the financial and accounting
system applied in the company and work to develop according
to the circumstances and needs of the company and presented
to the Director General for approval and accreditation.

Contact behalf of the company after the authorization of the
Director of financial institutions such as banks, insurance
companies and the Department of Zakat and Income and
others, and resolve issues concerning finances of the
company's problems to open accounts or grant facilities or open
letters of credit and all that in coordination with the Director-
General

Review all contracts and obligations before its conclusion with
others to determine the financial impact on the company and
comment on them.

Monitoring receipt and payments and make sure they are in
accordance with established procedures and that it is within the
boundaries of the administrative and financial powers approved.

Contribute to the design and development costs of the system,
with work on the follow-up to the output of the company's sales
system to provide the necessary data for the system costs.
Compile and provide and display the information needed to
determine the cost of each service from the company's services
and the Department of Management

Develop an internal auditing rules and procedures, and
approved from CEO and follow-up implementation.
Implementation of internal audit plans and programs and
conduct field visits to ensure implementation of application
procedures for control and auditing.
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19.

20.

21.

22.

23.

24.
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26.

27.

28.

29.

30.

31.

32.

Review the commitments of company financial and
administrative powers of officials, to disclose any excesses and
make sure it is documented by the sequence of administrative
and reporting the results of periodic monitoring and auditing
work for the president directly.

Analyzing the results of monitoring and auditing to improve the
auditing program.

Evaluate the company activities and auditing systems and
conduct risk analysis.

Review the accuracy of operation and finical information as
input of effective decision making.

Insure effective implementation of company policies,
procedures, plans.

Evaluate the efficiency of using available company resources.
Review all programs and operations to insure that is compiling
with the company set targets and insure that these operations
are done as planned and determining deviations rate.

Offering advice to the different agencies within the enterprise
including risk management improves the efficiency and
effectiveness of operations for all the activities of the company
and its affiliates.

Examining documents and accounting records and issue a
monthly review report (on a random sampling) for all company
activities with a maximum on the fifteenth day of each calendar
month and issue a report.

Inspect and review sales systems, purchasing, personnel

affairs, Computer and others to ensure compliance and approval

of policies, regulations, procedures, laws, circulars and ensure
the correctness and integrity of information shown by the
accounting records and financial reports.

Examine and evaluate the effectiveness of internal control over
all of the income activities, and work to develop control.
Ensure the adequacy and effectiveness of performance on the
regulatory expenses and course evaluation documentary for
expenses both in the holding company or its affiliates.

Review samples of checks issued and ensure the health of its
attachments and approval of the policies and procedures of the
company.

Review bank settlements to a maximum of the tenth day of the

beginning of each calendar month.
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33.

34.

35.

36.
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42.
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44,

45.

46.

Ensure the monthly closure of accounts, and receive monthly
trial balance for all activities of the group on the tenth day of
each month to a maximum opinion and Ensure the commitment
of all sections to follow the financial instructions of the company.
Discovering of fraud, forgery and embezzlement by following all
the modern methods for detecting them and develop its own
audit work and must be registered every undiscovered detail
and accompanied by a copy of the documents that were used.
Verification of recording and the deportation of all accounting
entries correctly accounts.

Periodic review and inventory of all the sudden the company's
assets based on agenda approved by the CEO.

Making sure that all procedures of the physical inventory of all
assets of the company are per company standards and rules.
Action and sudden physical inventory of all the funds the
company's according on the agenda.

Action and sudden physical inventory of all the funds the
company's building on the agenda.Review all cash accounts of
the Covenant and ensure liquidation on a regular basis and not
limit exceeded its authority, and the extent of the Covenant must
be reviewed periodically, and in the case of verification of that
inventory in excess of the exploit is to report this to take action.
Inspect and review the methods used to protect the assets of
the company, making sure the actual existence of the asset.
Appraise, evaluate, and inventory real property and asset and
equipment, recording information such as the property's
description, value, and location.

Report to management regarding the finances of establishment.
Follow up the implementation of all regulations and systems and
the decisions of the company's administrative and financial.
Ensure compliance with company policies of health and safety.
Perform whatever is given to him by his boss in the functional
limits of its powers And do any financial studies and analyzes
requested to him.

Survey operations to ascertain accounting needs and to
recommend, develop, and maintain solutions to business and
financial problems.

Provide internal and external auditing services for businesses
and individuals.
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Job Relation:
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Internally:

With colleagues from different department within the company and sister
companies.

Direct contact with the general manager, the communication with the
administrative affairs to obtain all the necessary data for the preparation
of payrolls and wages for employees and paid.

Coordination with all colleagues from different departments to enforce
and implement financial and accounting policies and procedures adopted
to prepare budgets.
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External Auditors and Governmental departments, banks, department of
Zakat and income, Insurance, and everything related to external financial
matters
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Job Holder Specifications:
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Education:

Bachelor's degree in accountant (Master in accountant
preferred.)
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Special License Needed:

e Course on Onyx pro and profi

e C.LA. (Certified Internal Audit)

o Course and Dealdealing in software applications (Excel,
Word, Outlook)
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Experience:

o At least five years experience in the same area of work.

e The possibility of dealing with Onyx Pro system
effectively and professionally

¢ Dealing with software applications (Excel, Word,
Outlook)
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Language:
Fluent English Oral and written

-
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Competencies:

Ethics / Patience/ Initiative/Planning and Organizing /
Independence /Self-awareness /Adaptability /Listening /
Customer Focus / Assertiveness /Communication /
Negotiation/ Attention to details.
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