
 

Job Description Form 
 

Job Title: Assistant Accountant 

Reports to: Direct: Administrative Accountant 

 

Indirect: Finance Manager 

Supervises: Accounts Records  Assistant 

Interfaces with: Faculty, Staff, Students,  Other NU stakeholders 

Member of:  

 

 

Level/Grade: 

Administrative 

 

Type of Position: 

 

 Full time 

 

 Part time 

 

 Casual 

 

 Intern 

 

Hours  /week 

40 

 

 

 

 

 

 

 

GENERAL DESCRIPTION 

Under the supervision of the Administrative Accountant, the Assistant Accountant performs a 
variety of general accounting support tasks in a high volume accounting environment. 

MAIN DUTIES AND RESPONSIBILITIES 

 

1. Verify the accuracy of invoices and other payment supporting documents. 

2. Process  payments and ensure payment vouchers are properly coded. 

3. Assist the Accountant with posting processed payments to the General ledger (GL) 



4. Reconcile fuel account on a monthly basis, prepare monthly fuel analysis reports and 
send to the Finance manager for review as well as prepare schedules ready for 
journal capture for the Accountant.  

5. Prepare project expenditure analysis reports for the main campus on a timely basis  

6. Monitor monthly departmental expenditures to avoid spending beyond allocated 
funds. 

7. Review all goods received vouchers/delivery notes for both imported and locally 
purchased/ donated goods and ensuring they tie with invoices and purchase orders 
as well as reporting any discrepancies. 

8. Raise  purchase orders based on purchase requisitions and vendors quotations.  

9. Review stores records on a monthly basis and when necessary and supervise stock 
takes. 

10. Assist in carrying out Bank reconciliations and other Balance sheet accounts 

11. Perform various tasks in Student Management System (Assist approving of course 
registrations, manage deadlines, payment verifications, accounts closure procedures 
etc.) 

12. Reconcile accounts payables and receivables ledgers to ensure that all payments and 
receipts are accounted for and properly posted. 

13. Request and collect vendor’s statements and send out statements to debtors.  

14. Review weekly cash collection schedule and ensure all collections for week have been 
banked.  

15. File all financial and other documents 

16. Data entry into computer system using defined computer programs. 

17. Perform other accounting and administrative functions as assigned from time to 
time. 

 

WORK EXPERIENCE REQUIREMENTS 

 

1. Two years as Accounts Officer or Assistant Accountant 
 

EDUCATION REQUIREMENTS 

 

1. Full Grade 12 certificate. 
2. Part 2 ACCA/CIMA, ZICA Licentiate or equivalent 

 

KEY COMPETENCES 

 

1. Proficiency in Excel and other MS Office applications. 
2. Ability to work to strict deadlines with minimum supervision. 
3. Work confidentially with discretion and honesty. 
4. Excellent analytical skills and ability to assemble diverse data. 
5. Ability to prepare clear and concise reports. 
6. Fast learner. 
7. Strong organizational and problem solving skills. 
8. Attention to detail. 
9. Direct and clear communication both orally and in writing. 



10. Full of initiative and ability to work with minimum supervision. 
11. Ability to set priorities and meet strict deadlines. 
12. Flexibility and willingness to accept new tasks and challenges. 
13. Ability to establish and maintain cooperative and effective working relationships 

with others. 
14. Ability to maintain a neat and tidy work area. 
15.  Willingness to work extended hours as and when necessary. 

 


