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Finance Officer 

Vacancy for: 1 
Posted on: July 1, 2017 
Deadline: Feb. 3, 2017, midnight

Basic Job Information 

Job Category : Accounting / Finance 

Job Level : mid 

Job Location : Lalitpur 

Offered Salary : None 

Job Specification 

Education Level : Under Graduate (Bachelor) 

Experience Required : Not Required 

Other Specification 

Minimum Bachelor’s Degree in Management with specialization in Accounting 
Minimum 2 years of experience in the field of Accounting 
Should have the knowledge of accounting software. 
Self-motivated and competency to understand the requirements of organization and
communicate independently. 
Ability to strengthen the relationship with customers and client companies in order to encourage
and support their commitment to export growth 
Valid driving license (2/4 wheeler) 
Female candidate form near by location( IBN Office)  are encourage to apply 

Job Description 

Take immediate action to sort out all the finance related issue raised in ay department. 
Maintain complete set of book of Account according to the principles of accounting and updating
it on daily basis, including proper maintenance of fund availability. 
Analyze/scrutinize the accuracy of all incoming invoice/ official receipt and proceed for further
necessary action. 
Detail preparation of receivable amount and reconciliation statement of the company 
Prepare and maintain monthly / annual financial report and brief the management 
Handle international financial transaction including letter of credit, telex transfer, bank
guarantee etc. 
Handling the petty cash 
Coordinate and communicated with the international partner in regards to financial matters. 
Prepare monthly, quarterly and yearly budget with close coordination with departments. 
Follow up with the clients for payment collection 
Coordinate with every department regarding the financial matter and take the immediate action
to resolve any issue if arises. 
Support the internal procurement department. 
Maintain visit to our valued customer and bank with a close coordination with the entire
department. 
Discuss with the concerned department regarding the guarantee issued by the organization or
its international associate partners and relate to its release or extension duly informing the
management 

Applying Procedure 

Apply Link : https://merojob.com/finance-officer-12/ 
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