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B ) 6. Reporting
Bisha Mining Share Company Tel: (+291) 1124941
PO Box 4276 Fax: (+291) 1124941
Asmara v, bishamining,. com
Eritrea

VACANCY ANNOUNCEMENT

Bisha Mining Share Company is inviting applicants for the following positions

e Preparation of documentation required for reporting
for payroll purposes.

e Report weekly petty cash balance & request for
reimbursement.

7. Control of Petty Cash and Sales Cash

2. Position: Payroll Officer
Department: FITS-Finance
Number Required: One (01)

Type of Contract: Definite (6 Months)
Place of Work : Bisha Site

e Manage the petty cash weekly.

e Ensure all disbursements are done according to
procedure.

e Collect and record cash received from Bars and Shop.

Primary Purpose e Prepare and post GJV for Bar and Shop sales.

e Ensure that all payroll documentation is processed on a timely basis to meet the
payroll deadline.

8. Process Expense Claims

e (ollect Expat Expense Claim, check cost and account

Main Functions allocation and post to Accounting System monthly.

1. Processing of Monthly payroll

e Ensure all payments are signed off correctly for

e Ensure that hard copy of timesheets are collected from Human Resources and are expense claim payments.
authorized prior to processing.

e Accurately capture all Payroll related data necessary to process and meet scheduled
deadlines.

e Responsible for computing salary and overtime payments, calculating and recording
payroll deductions, maintaining related records and tax reports.

e Updates all employee status changes, including terminations and calculating paid

Knowledge. Experience and Skills

Diploma in Accounting or equivalent

Accounting Certificate
Knowledge and Experience:

leave. 2 Years Accounting knowledge

e Ensure that all input documents received are signed-off prior to entering this on the 1-3 years experience in accounting environment
Payroll system. - - - :

e Ensure that cut-off dates for Payroll input are clearly defined and that no inputs are Technical Skills Behavioural Skills
done after the closing date. Computer Literacy (MS Attention to detail

Office — Intermediate, Payroll

e All inputs and changes made must be signed off by the Payroll Supervisor prior to
software package)

finalization of the Payroll.

e All changes made must be documented and filed for audit purposes. Numerical. Accu.racy Assertiveness
e Enter payroll data into the payroll system. Run the payroll and generate relevant Bookkeeping skill Honesty

reports. Recordkeeping Confidentiality
e Ensure that electronic transfer payments to employee bank accounts are made Proactive

timeously and that all changes on bank accounts are processed.

Prepare cash salary payments and ensure that staff signs for receipt of salary.

Prepare employee’s pays lip and distribute to departmental manager timeously.

Prepare income tax payments per legislation and standard procedures.

Create employee account in Accounting System as required.

Ensure employee loan accounts / expense claims are processed in the Payroll

system.

e Manage the petty cash weekly, ensure all disbursements are done according to
procedure and ensure that all payments are authorized correctly for expense claim
payments from petty cash.

e Daily collection of GJV documents and ensure proper sign-off prior to filing.

2. Ensure Correct Deductions from Salary Payments

Interpersonal Relations

Communication (English and
local language)

Task and deadline oriented

General Information and other requirements:

= Salary: As per Company salary
scale.

Additional requirements for Nationals:
= Having fulfilled his/her National Service obligation
and provide evidence of release paper from the

e Ensure that deductions are made in line with policies and procedures on statutory Ministry of Defense.

deductions. = Present clearance paper from current/last employer.
e Deductions can only be processed with the necessary signed-off documentation. = Testimonial documents to be attached (CV, work
3. Advisory experience credentials, a copy of your National

Identity Card etc.).
= Only shortlisted applicants will be considered as
potential candidates for an interview.
= Application documents will not be returned to sender.
= All applications should be sent through the post office.
= Deadline for application: 10 days from the day of
publication in the Newspaper.

e Provide an advisory support to employees enquiring about Payroll issues.

e All queries not resolved must be referred to the Payroll Supervisor.

e Researches, resolves, and responds to employee questions and problems while
delivering quality customer service.

e Keeps abreast of the payroll processing system and changes in salary and tax laws.

4. Administration

* Address: Please mail your applications to;
Bisha Mining Share Company,
P. O. Box 4276 Asmara, Eritrea

e Maintain and ensure that Payroll database is up to date at all times.
e Maintains company personnel payroll files.
e Advising Payroll Supervisor regarding data integrity as well as required updates on

policies, procedures and processes.

= Note to Eritrean applicants:
5. Reconciliation PP

Please send a copy of your application to

e Ensure that Payroll related reconciliations are done on time for sign-off by Payroll Aliens Employment permits Affairs,
Supervisor P. O. Box 7940 Asmara, Eritrea.

L EEESEEEEEE_E—_————————————————————————————————————————————————————
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