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Senior Accounts Clerk

Job Responsibilities:-

Responsible for the full-set of accounts

Prepare vouchers & maintain proper accounting records

Arrange payments & perform bank reconciliation

Monitor cash flow, month-end closing, audit schedule and year-end
reports

Monitor & update the accounting system

Perform ad-hoc duties as assigned

Candiates with less experience will be considered as Accounts Clerk

Requirements:-

- Diploma or above in Accountancy or related disciplines

« LCC Higher level (Lv. 3) certificate is required

« Minimum 2 years relevant experience in auditing and accounting

- Proficiency in using MS Office application including Word, Excel &
Chinese Word processing

« Self-motivated, well-organized, detail-oriented

« Immediate available is preferred

Principal Subeditor/Senior Subeditor/Subeditor

« Edit and package local and foreign news items

« University graduate in Journalism with at least 10 years’ relevant experience
« Excellent news judgment

« Good command of both written and spoken Chinese and English

« Shift duty is required

« Applicant with more experience will be considered for higher rank position
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JUPAS Funding Programme Short
Catalogue No. Category Name
CUHK JS4006 UGC-funded ANTHROPOLOGY

CUHK Js4018 UGC-funded CHI LANG & LIT
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