Job description
Company Ltd (999999-9999)

GENERAL INFORMATION
Position:



Finance manager
Workplace:



Accounting department
Superior manager:


Chief executive officer (CEO)

MAIN RESPONSIBILITY
This post involves overall responsibility for the objectives, strategies and guidelines that apply to the accounting department as business plans, budgets and other policy documents. The financial manager will define and execute tasks in the accounting department in a productive and efficient manner based on current objectives, strategies and guidelines.

TASKS
The finance manager shall lead the work in the accounting department to ensure that the following tasks are performed in accordance with the current internal and external requirements:

- Establish budgets for all departments per month, creating a basis for implementation of the budget per month and present the analysis of deviations from budget each month.

- Establish product calculations and follow-up product calculations once every six months.

- Send invoices, collecting overdue accounts receivable and pay accounts payable.

- Bookkeeping and monthly financial statements.

- Prepare financial statements and maintain contacts with the auditor.

- Establish guidelines for internal control.

- Acquire, update and maintain the administrative financial applications.

- Participate in meetings of the management team.
SIGNATURE BY CEO
This job description has been established by the chief executive officer and will be updated after 3 years at the latest from the date below.

Date:



2009-10-31


______________________________________
CEO name
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