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Admin / Accounts Executive

Vacancy for: 2 
Posted on: July 1, 2017 
Deadline: Dec. 4, 2016, midnight 

Basic Job Information 

Job Category : Accounting / Finance 

Job Level : mid 

Job Location : Kathmandu 

Offered Salary : None 

Job Specification 

Education Level : Under Graduate (Bachelor) 

Experience Required : Not Required 

Other Specification 

Should be fluent in English, Nepali and Hindi 
Good Nepali & English typing skills are required 
Should have advanced knowledge of Ms. Excel 
Should have good knowledge of Accountancy 
Ability to organize, multi-task and prioritize works 
Should have a minimum of 2 years experience in accounts or admin role 
Both Male & Female candidates can apply 
Minimum age should be 25 

Job Description 

Preparing and updating of daily, monthly and annual sales/collection/dispatch reports for top
management 
Email and telephonic correspondence with company's vendors and clients 
Managing written communication with Banks and various Govt. agencies 
Updating accounts in Tally and preparing other accounting reports 
Coordinating with warehouses, factory and sales team 
Other duties as assigned by the concerned authority 

Applying Procedure 

Apply Link : https://merojob.com/admin-accounts-executive/ 
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