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“The Lord Is My Shepherd”

JOB ADVERT

JOB TITLE: FINANCE CLERK

Job brief

We are looking for a Finance Clerk to take on various finance clerk tasks. Your
main responsibilities will include collecting and counting cash from hospital
clients, keeping financial records, preparing hospital bills and delivering high-
quality customer service.

Qualifications: Diploma in accounting, AAT level 3, Diploma in secretarial &
Business studies. Work experience in a finance field will be an added
advantage.

Responsibilities

Process hospital bills, receipts and other documents

Collect hospital cash from clients and ensure that it is property remitted
for banking

Ensure all hospital documents are properly signed and distributed
Monitor financial transactions

Enter data and maintain updated records of the hospital’s financial
records

Assist with account reconciliations

Report the status of accounts and discrepancies.

Personal Attributes We're looking for an individual with a keen eye
for detail, strong maths and accounting skills and the ability to multi-task
efficiently. You should also be trustworthy and an excellent
communicator.Applications can be emailed to recruitment(@gsh. orgi Z or
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