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Closure of full set of accounts which includes

. Carry out bank reconciliation
. handle petty cash

. Corporate tax and withholding tax submission

System administrator for SAP
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. Any other ad hoc tasks.
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. Stock count to ensure tally with system on quarterly and yearly basis

. Update the entries on purchases, sales, payment, receipts, payroll and journal entries into SAP system

Treasury management includes forecast of weekly cash flow, ensure sufficient liquidity, admin banking matters
. Generate monthly management report; Profit or loss and Balance Sheet to management

. Ensure compliance with statutory requirements and submit the necessary report if required.
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HR matter includes

1. Recruitment
2. Process payroll

Admin matter includes

1. Office admin

Salary range
From JPY6,000,000 to JPY7,500,000 depending on the qualification and experiences.
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Accounting qualification with at least 5 years of accounting experiences, aided with HR experience is beneficial
Meticulous, attention to detail and organised

Independent worker as well as a good team player

Highly self-motivated with a positive attitude towards learning

People oriented with some supervisory skill

Able to communicate in English with HQ
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