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Job Title: Assistant to Financial Manager



Department: Accounts Department
Job Type: Full-Time
We are seeking a talented and experienced Assistant to Financial Manager to join our dynamic team at Randpark Club, he/she will play a key role in overseeing the day-to-day operations of our Accounts Department. 
If you are passionate about Accounts, possess strong leadership skills, have a proven track record in Accounts and want to join the team we want to hear from you.
Responsibilities:

· Daily update and reconciliation of end of day POS updates (cash-up’s) and resolving any queries that may arise promptly.
· Daily update and reconciliation of speed point terminal settlement reports to the POS updates on the Golf/accounting(Jonas) software package as well as the bank settlement value received and resolve any variances promptly.
· Daily capturing of the club’s current (cheque) bank account transactions and the reconciliation thereof.
· Resolve any unknown deposits received on the club’s cheque.
· Weekly petty cash reconciliation which includes but not limited to weekly cash counts and following proper record keeping procedures.
· Ordering, purchasing, issuing and managing of the club’s stationery requirements.
· Attach purchase orders to relevant supplier/vendor invoices and ensure that they have been completed as per the club’s policies and procedures

· Regular supplier and vendor invoice recording on the golf/accounting software package and regular reconciliation thereof

· Reconcile supplier statements with the accounting records more especially for month end and reporting purposes

· Verify banking details of all recipients being paid before initiating payment

· Prepare payment forecast which serves as part of supporting documentation for all bank payments prepared 
· Prepare all relevant payments weekly, bi-weekly and monthly on the online banking platform

· Maintain relevant recipients on online banking platform

· Verifying and closing of BEO’s (banqueting events orders) on the golf/accounting software package
· Manage and complete credit applications for vendors for authorisation

· Issuing of monthly invoices of rental debtors which includes any ad-hoc billing items over and above rental, such as electricity consumption, royalties, etc.
· Prepare accounting entries and reports as necessary and appropriate for dissemination to the committee(s)

· Ensure all balance sheet accounts are reconciled monthly and balance verification schedules are prepared.

· Review income and overhead allocation to ensure accuracy and consistency.

· Review journal entries and ensure source documents are included as per existing procedure.

· Submit own journal entries processed to Financial Manager for final sign off.

· Preparation of working papers for annual assurance reviews.

· Managing of asset register.

· Assist in spot checks on continuous inventory counts.

· Ensure all documents are filed in accordance with existing procedures

· Assist marketing in tracking corporate membership status and renewal dates.

· Assist with preparation of audit files/recons/documentation & provide auditors assistance by working with the external auditors to assure that procedures are consistent with club policies

· Manage collection of overdue rental/function debtors accounts and inform Financial Manager & General Manager when difficult situations may arise

· Provide necessary assistance to team members, other departments and staff members as required.
· Handle debtor/debtor account related queries and assist membership with member queries if and where necessary

· Handle assigned projects as they relate to the department and club’s needs.
· Preparation and distribution of ad-hoc reports as/ when requested.

· Ensure all monthly work is completed in accordance with defined reporting dates and deadlines.
· Working extra hours and additional input if and when required.
· To assist with any other business requirements as directed
Desired Experience & Qualification

·  Diploma in accounting or finance.

·  5+ years’ experience in golfing industry.

·  Proficiency in Excel and accounting software, preferably Jonas.

·  Excellent understanding and application of accounting rules and procedures.

·  Analytical with meticulous attention to detail.

·  High level of professionalism and ability to be assertive.

·  Ability to work both independently and in a team.

How to Apply
If you are interested in this position and meet the qualifications stated above, please submit your resume and a cover letter to financialacc@randpark.co.za
Closing date for applications on or before 18:00 on Friday 28 February 2025
In your cover letter, please highlight your relevant experience and explain why you would be a great fit for our team.Top of Form
Robby Richardson
General Manager  
