DESIGNATION | ROLES AND RESPONSIBILITIES

ACCOUNTS
OFFICER

Preparation of budget
Preparation of Annual Accounts Reports.
Preparation of Balance sheet.
Preparation of Bank Reconciliation statement.
Preparation of Trial Balance.
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Any other role which might arouse during course of duties
and/ or assigned by Director.

e Preparation of monthly progress repot/ Quarterly progress |
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e Reporting to A&AO

e Other duties assigned by Director




