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BKey Responsibilities

Account Receivable Management:

o Cash receipt application and discrepancies verification
0 AR overdue check and follow up action

o Customer registration


https://www.careercross.com/company/detail-184450

o Credit hold Release based on the request from operation team
o Credit insurance update

Account Payable management:

0 Open PO check and follow up with PO buyers

o Vendor invoices validate with PO and payment preparation
o Employee expense report auditing and payment preparation
o Supplier registration

Intercompany management:
o IC balance reconciliation
0 IC payment preparation

Closing and reporting:

o Weekly cashflow report

o Month end closing process handling

o Monthly expense accrual control

o Year end reporting and tax filling support

Cash management

o Bank statement entry and reconciliation
o Petty cash entry and filling

o Communication with bank as needed

General Administrative Support:

o Document filing

o Office supplies management

o PC set up and other IT communication support

Ad Hoc Tasks:
0 Support accounting manager for the tasks as needed
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WRequired Skills Qualifications:

- Certification in accounting finance or a related field is preferable.
- At least 3 years of experience in general accounting and monthly closing preferably in a managed services or subscription

based business model.

Strong knowledge with hands on experience of accounting software and ERP systems (Oracle is preferable) .
- Ability to manage multiple tasks simultaneously in a fast paced environment.
- Excellent communication skills and ability to work collaboratively with other teams.

- Attention to detail and strong organizational skills.

+ Communication skills in Japanese is must and in English is a plus.
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