
General Accountant Specialist ​
Php 22,000 - 25,000 
Minimum Qualifications and Experience 

-​ Candidates must possess a Bachelor's Degree, Finance/ Accountancy/Banking 
or equivalent. CPA is a plus. 

-​ Knowledge in BIR remittances; 
-​ Previous experience of general accounting 
-​ Strong Excel and database skills, SAP experience preferred. 
-​ Team player and have the ability to work independently; 
-​ Upholds high standards of professional conduct; 
-​ Willing to work in Paranaque City, Near Bicutan / Sucat 

Job Description 

-​ Perform key accounting processes, specifically the accounts payable process,     
ensuring that all costs are booked in the correct period and that all transactions 
are  recorded in a timely manner; 

-​ Ensure correct and timely filing and payment of BIR returns and government        ​
contributions; 

-​ Analyzes records and safe keep documents of daily transactions; 
-​ Collaborate with suppliers/service providers on deductions made to billings, taxes        

withheld and reconciliation of outstanding accounts 
-​ Liaise with key contacts in warehouse and purchasing regarding issues involving        

payables; 
-​ Prepare ad hoc reports required for team meetings or as requested by 

management; 
-​ Ensure all documents are saved in shared documents for reference; 
-​ Contribute to the team savings, process improvements or resolution of issues; 
-​ Ensure compliance on the directions, set out by the Head of the team in order to  

achieve the common goal; 
-​ Recommend, establish procedures and institute controls to deter fraud, 

falsification, illegal or invalid claims that may result in erroneous or over 
payments; 

-​ Other related tasks that may be delegated by the immediate superior from time to        
time. 
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