BOOKKEEPER/ADMIN OFFICER FOR WHEALTH INC

JOB TITLE: Wanted Bookkeeper/Admin Officer (Full-Time)

JOB DESCRIPTION 

To record, monitor and report on the day-to-day financial activities of the company and assist in the general administration of the company’s various activities.
JOB SPECIFICATION
1. Maintain the day-to-day accounts for the company and ensure that all electronic and manual records are in order.

2. Liaise with the Chief Company Accountant on all matters relating to the company accounts.

3. Liaise with warehouse staff to ensure that inventory is in order.
4. Take an active role in the general administration of the company activities.
5. Provide administrative support to other company staff.

COMPANY PROFILE

Small-medium sized, privately-owned, marketing enterprise focused on the natural health industry located in Malate, Manila close to LRT station.

WORK CONDITIONS

The company has a 6-day work week policy. The candidate will be expected to report to work everyday at the company office.

SKILLS REQUIRED

• Sound knowledge of the accounting requirements of small-medium enterprises. 

• In-depth knowledge of financial accounting and taxation in the Philippines. 

• Proficient in reconciling bank statements. 

• High-level ability in a Windows PC environment using Microsoft Office software applications, especially Excel.

• High-level ability using Peachtree accounting software, or similar packages.

• Ability to work effectively as part of a team.

• High-level spoken and written English language capability.

• Knowledge of marketing and/or health industry preferred, but not required.

EXPERIENCE REQUIRED

• College graduate - Accounting major.

• Minimum 2 years work experience in a small-medium sized enterprise or larger. 

• CPA qualification an advantage. 

NOTE: Short-listed candidates will be asked to complete a simple accounting examination to test logical and analytical skill.
COMPENSATION

Starting rate DOLE minimum wage with potential to advance based on performance, skills and experience.

*****************************

TO APPLY: Please send a cover letter and CV (plus completed PRELIMINARY TEST) with picture to jobs@whealth.com.ph. Only short-listed applicants will be notified.

*****************************

PRELIMINARY TEST FOR BOOKKEEPER/ADMIN ASSISTANT
1. Based on the foregoing transactions prepare the following:

i. Journal Entries

ii. Adjusting entries

iii. Trial Balance 
iv. Cash Flow Statement

	2008 
Jan 1
	Authorized capital stock, 100,000 shares common at P10 par.

	2008 
March 15
        
March 20
	Purchased merchandise worth P5,000.00
Paid ABC P50,000.00 for advertising the product at the Manila Bulletin.

	2008 
March 18
	Purchased office equipment P40,000.00. Estimated useful life of equipment is 5 years

	2008 
Apr 12
	Sales, P500,000.00 with P20,000.00 discount.

	2008 
Apr 18
        
June 15
	Purchased stapler, typewriting and envelopes P10,000.00
Reimbursed to the President the following:

P10,000.00 – food incurred during the meeting with a client; P50.00-parking fee; P1,000.00-gasoline

 

	2008 
July 30

        
August 30
	Paid salaries and wages P20,000.00 inclusive of w/tax, P150; SSS, P200.
Paid electric consumption, P4,000.00; water consumption  P500.00; and telephone bill, P6,000.00.

Remitted contributions to SSS  P2,500.00; Philhealth, P500.00; and withholding taxes, P3,000.00.

Bank charges, P2,000.00; withholding tax, P35.00. 



	2008 
December 31
	Ending inventory, P15,000.00


2. Please answer the following:

Imagine you have been given P1000.00, no strings attached. 
In your own words please describe what you would use this money for and why.

