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PR/117876 | Accounting & Admin Officer

BEHE

AN R
VI I =YV —h XV ILTVR

KAID
1555440

*iE
Bk - N

ERAwE
E#E

E#5ith
54

w5
BEBREBO L. ISHEH

EH A
2025508 A19H 10:26

BN ESRMY

BEER
3FEMUL

Fr)T7LRIL
FIRRBRE L NI

HELANIL
EVRAKFELANIL

BA&AEEL NIV
EYVXRAKFEL NI

R
BRE: #¥TS

RiEOEY
BATORBHFTIDEHY EHA

B8ER

The Company is Japanese, now seeking for an experienced candidate to join as
Senior Accounting and Finance (Workplace BKK)

Position: Accounting & Admin Staff
Location: BKK
Business: Trading service

Working hour: Monday — Friday, 09:00 AM — 18.00 PM

JOB RESPONSIBILITIES
WAccounting & Finance
« Manage and process payroll, ensuring accurate time tracking, salary calculation, and statutory contributions.

« Handle accounts receivable and accounts payable; reconcile financial accounts and maintain accurate records.


https://www.careercross.com/company/detail-329504
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« Support daily bookkeeping tasks, including journal entries, invoicing, bank deposits, and financial reporting.
« Assist with budgeting and financial forecasting.

« Manage tax payments and support monthly and annual tax audits.

« Prepare monthly financial and collection reports, including payment statistics and aging analysis.

« Ensure timely and accurate submission of all financial reports in compliance with accounting standards.

« Liaise with other departments to ensure consistency and accuracy of financial data.

« Coordinate with external accounting firms as needed.

WAdministrative
« Oversee company assets, facilities, and equipment to ensure proper maintenance and functionality.
« Manage company contracts and agreements, including renewals and organized document filing.
« Prepare and maintain legal and regulatory documents as required by relevant authorities.
« Handle company licensing, ensuring timely renewals and full compliance.

« Provide administrative support to management and contribute to the overall efficiency of daily office operations.

JOB REQUIREMENTS

This position, salary around 20,000 - 45,000 THB

Bachelor's degree in any related field

At least 3-5 years’ experience in accounting and taxation

Fair English speaking & writing, reading skills (comfortable in verbal & email communication in English)
Experience in accounting environment and administration work

Computer skills in Microsoft Office (especially Excel) and basic experience in accounting software

Notice: By submitting an application for this position, you acknowledge and consent to the disclosure of your personal
information to the Privacy Policy and Terms and Conditions, for the purpose of recruitment and candidate evaluation.

Privacy Policy Link: https://www.jac-recruitment.th/privacy-policy
Terms and Conditions Link: https://www.jac-recruitment.th/terms-of-use
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