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FIRST METRO ASSET MANAGEMENT, INC.




JOB DESCRIPTION


OVERALL PURPOSE:
To do daily processing of Mutual Funds NAV and NAVPS valuation and maintenance of accounting records of Mutual Funds and FAMI. 

ORGANIZATIONAL SCOPE:
Job Title
:
Accounting Associate
 
Group
: 

Reports to
:
Head – Accounting Department
Supervises
: 
NA
MAJOR RESPONSIBILITIES:
1. Prepares the accounting schedules of the Funds and FAMI.
2. Records daily transactions of Mutual funds and process NAV and NAVPS.
3. Maintains updated books of accounts of Mutual funds and FAMI.
4. Handles the taxes to be paid and filed monthly.
5. Checks the registration of the company with BIR on the types of taxes to be paid/filed then prepares the tax forms.
6. Prepares vouchers to be paid by the Funds and FAMI.
7. Prepares bank reconciliation statement.
8. Prepares all reports to be filed with SEC and submits before due date.
9. Prepares financial reports of the Funds and FAMI for Board of directors’ meetings and FMIC monthly consolidated FS.
10. Prepares various schedules needed by Internal or External Auditors.
11. Maintains complete files of all transactions of the Funds and FAMI.
12. Performs other duties that may be assigned from time to time.
QUALIFICATIONS:
Education  :
BS Accountancy/CPA
Experience:
2-3 years related work experience 
Skills        :
Comprehensive knowledge on Philippine Accounting Standards, BSP/SEC/BIR regulations.
Personality:
 Creative, resourceful, organized, fast-learner, disciplined, self-motivated, hard-working.
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