We are looking Administration & accountant and document control for Saudi Arabia

Job Description:
Qualification: 
IT diploma / major for Administration, asset control, Accountant, document control, web site update and Procurement coordinator
KEY SKILLS:
· Leadership and communication skills.
· Excellent communication skills in English.
· Computer literate. Able to use Microsoft office, Ms Outlook, write letters, reports, excel sheet, prepare project schedule profred can use Application Project primavera …etc. for correspondence.
· Preferred Have driving license.
· Have the capability and welling to learn new experience and knowledge, which is required to do the company works.
· Salary to be used as a guide only and will reflect experience levels and interview performance.
· Package Salary is in between 1.5k – 3k SAR per month.
· Free Housing with Company worker's single status Housing.
· Free Medical Insurance as Saudi Labor Law, Free Iqama, Free Labour Ministry License.
· Payed Vacation after completing 2 years contract as per Saudi labor Ministry low.
Perform such as but not limited to:

1. Handling Petty Cash

2. Prepare Invoices
3. Issue ARAMCO online Invoices (On SAP)

4. Prepare journal entries for revenues and expenses and keep documentation of transections

5. Prepare of settlement restrictions

6. Preparing the post-closing trial balance

7. Prepare budget

8. Preparing income statement

9. Preparing financial position list

10. Prepare VAT return on every 3 months or as required

11. Prepare yearly Zakat account

12. Follow up with client for administration correspondents

13. Follow up with supplier for administration correspondents

14. Follow up HR documents and administration, payroll requirements

15. Maintain Banks account records

16. Keep and control all office all internal documentations transections

17. Prepare journal entries

18. Maintain and Record fixed assets transections

19. Maintain reconciliation with vendors, customer and suppliers

20. Project Procurement coordination

21. Driving Company Vehicle from and to job site and for company business and organization team

22. Larne and use Microsoft office applications like Microsoft Project, Power point and other software if required for company projects and management
23. Update the web site
Additional Requirements: 

• Able to pass a pre-employment medical check.

· Free from any chronic disease.

· Drive company Vehicles after passing Driving license requirements.

• Working days 6 days a week 8 net working hours at working site. (excluding the lunch, prayer and brake time).

