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GREAT KEI

MUNICIPALITY

Comprised by Qumrha, Chintsa East, Haga Haga, Morgans Bay, and Kei Mouth Towns, with
its Headquarters in Qumrha.

VACANCY / UMSEBENZI / BETREKKINGS

The Municipality is looking for a highly motivated, result orientated and experienced
individuals to fill the following position.

BUDGET AND TREASURY OFFICE

Division : Expenditure and Payroll Management

Position : Accountant Expenditure and Payroll .

Task Grade : Task Grade 12 (Excluding Normal Council
Benefits)

Basic Salary : R360 082, 89 per annum

Duration : Permanent

MINIMUM REQUIREMENTS:

e Grade 12 Matric Certificate

B Com Degree or National Diploma with Accounting/ Economics/Cost and
Management Accounting, or with accounting as a major

Valid driver’s license

Certificate in Municipal Finance Management Program (Added advantage)
Three (3) years’ related experience in Expenditure Management

Thorough knowledge of MFMA Regulations applicable to the Local Government
Sector

Sound Computer skills and high level of reporting skills

e Good Communication skills (written and verbal)

¢ Must have knowledge of financial controls within Expenditure and Payroll Section.
o Knowledge of Inzalo EMS will be an added advantage.

KEY PERFOMANCE AREAS: INCLUDE BUT NOT LIMITED TO THE FOLLOWING

1. Key Performance Areas (KPA's):

e Verify accuracy of Creditors Reconciliations

o Ensures that Creditors are reconciled on Monthly basis

o Ensure that the Assistant Accountant Expenditure compiles a schedule of all
outstanding invoices and Statements that make out the total of the Creditors Age
analysis.

o Verify validity of all bank accounts prior processing of payment

e Maintains and balances the cashbooks, bank reconciliation, trial balance and
Expenditure patterns
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¢ Verify Investment reconciliation for all call accounts with relevant supporting
schedules

o Verify monthly reports and reconciliations for submission to Expenditure Manager for
review.

e Ensuring that document management is in place for each and every transaction
occurred and is maintained effectively.

e Performs monthly reports that feeds Expenditure Score Card and BTO Council items
and Treasury Reports.

e Responsible to clear control accounts

» Responsible for monitoring of Payables and Cashbooks control accounts

e Responsible to make information required available on required time for preparation of
AFS and Audit

» Responsible to respond adequately to any Creditors and Cash and Bank queries.

e Controls the accuracy of data inputted into the payroll system

o Ensures that all adjustments for overtime, unpaid leave,bonus have been
received from Human Resources and accounted for correctly on payroll
system

e Ensures that Salaries and Statutory payments are prepared as regulated in the MFMA
Section 66

e Ensures that Payroll Module is accurately Integrated to the General Ledger

e Prepares monthly payroll Reconciliations

e Ensures that monthly EMP201 and yearly EMP501 reconciliations are timely
submitted to SARS

e Ensures that the insurance and emoluments attachments orders are deducted from
the individual salary.

¢ Arranges for the distribution of individual pay sheets prior to payment.

» Handles all queries relating to salaries

FURTHER INSTRUCTIONS TO THE CANDIDATES

The Municipality subscribes to the principles of employment equity. People with disabilities
are encouraged to apply.

Interested Suitably qualified Candidates are to submit an application Letter, complete
Curriculum Vitae, and certified copies of certificates of qualifications, SA ID copy and
Driver's License

Applicants not contacted within 30 days of the closing date must consider their applications
as unsuccessful. The Great Kei Municipality reserves the right not to make an appointment.

Applications must be submitted to:

The Director Corporate Services: Attention Mr. B.T. Douglas

Great Kei Municipality, Private Bag X 2, Qumrha, 4950

OR 17 Main Road.

Qumrha, 4950.

For enquiries you can contact: The Human Resources Practitioner: Ms. N. Mzimba
043 831 5700/ 38 during office hours
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E- Mailed or Faxed applications will not be considered.
Closing date for the applications: 03 October 2024 at 16h30 pm

W 2605 ) 207

IS D BY: DATE /
R. L.N. MAMBILA
ICIPAL MANAGER
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