“” TOAN THANG TOAN THANG ENGINEERING CORP
HR DEPARTMENT

Job Description
Chief Accountant

Location :HCM
Updated date : May 11, 2020
Reportto : GENERAL DIRECTOR
Department :F & A Dept.

OBJECTIVES & RESPONSIBILITIES

- T8 chuc bd mdy ké todn, phan céng cdng viéc,luan chuyén va phé duyét
chung tu ké todn;
Organize, manage employees and operations of the Accounting
Department,

- BdAm bdo sé liéu k& todn phdan anh dung va kip thdai;
Ensure accounting data accurately and instantly;

- Bdo cdo dinh ki vé tinh hinh tai chinh bao gém bdo cdo tai chinh theo chudn
muc ké todn, theo nhu cau qudn tri;

Handle tax reporting and financial reporting to the tax administrations;

- Ké khai va ndp thué dung han va day da. Han ché téi da cdc sai sét phat
sinh nghia vu thué;

Ensure accounting and tax reporting are accurate and in line with the
Government'’s regulations;

- Luu trr hé so ké todn (file mém va ching tir géc) theo quy dinh clia Nha nudc.
Thudng xuyén thuc hién sao luu du phong;

Prepare accounting files and store accounting documents in accordance
with current regulations;

- L&p kéhoach ddo tao, boi dudng, nGng cao trinh dé, xdy dung ddi ngld nhén
vién ké todn trong cong ty
Design trainings and development plans for accountants;

- Xay dung k& hoach kiém tra dinh ki d&i vdi tai san clia céng ty, bao gém
nhung khéng gidi han (Tai sén cé dinh, Tién, Ton kho, Trang thiét bi...)
Planning to take stock of company’s Asset ( (Fixed assets, money, inventory,
equipment ...);

- Kiém sodt bdo cdo tai chinh clia cdc céng ty don vi, céng ty con;

Control the financial report of subsidiaries and affiliates;

- Lép ngd@n sdch hdng ndm & theo dai tinh hinh thuc hién;

Make the annual Company’s Budget and monitoring the implementation;
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- SUdung chirky s6 (token) ky v& ndp cdc t& khai thué, ndp thué dién ti theo
quy dinh cua Nha nudc;

Use digital signature (Token) to sign and submit tax returns, pay tax
electronically according to the regulations;

- Ky va ghi rd ho tén, déng ddu céng ty lén chir ki vao Tiéu thic “Ngudi bdn
hang" trén cac hda don Gid Tri Gia Tang ghi nhén théng tin bdn hang hoa,
cung cdp dich vuy;

Sign, seal, state full name on the Item “Seller” of VAT Invoces for goods sale
and service provision;

- Ky va déng ddu coéng ty [én chir ky vao cdc van bdn tham khdo nhu hdi va
gidi trinh gui t&i cdc Co quan hiu quan, lién quan dén cdc van dé vé chinh
sdch thué, ké todn, théng ké;

Sign, seal, state fullname on the documents related tax policies, accounting
and statistics;

- SU dung chu ky sé (token) va/hodc ky thay Ngudi dai dién theo Phdp ludt
cla Coéng ty va déng ddu cdc bdo cdo tai chinh, bdo cdo théng ké theo quy
dinh cta Nha nudc;

Use digital signature (Token) to sign or Sign and seal PP. of Legal
Representative of the company on financial reports and statistics report
according to the regulations;

- S0 dung chu ky sé (token) dé lap va phat hanh Hoa don dién td (néu co) khi
xudt hang di bdn;

Use digital signature (Token) to prepare and issue digital Invoices (if any).

- Ky va déong dau cong ty l1én chir ky cdc van bdn, hé so lién quan dén diéu
chinh, thu hoi héa don Gid Tri Gia Tang do TTE xudt khi bdn hang;

Sign, seal, state full name on the documents related to VAT Invoice
adjustment and withdrawal;

- Ky va dong ddu coéng ty Ién chir ky vao cdc van bdn lién quan téi thanh todn,
Coéng ng;

Sign, seal, state full name on the documents related to payment and
Liabilities;

- Tuvan cho Ban Gidm déc va cdc cd nhdn lién quan va cde bd phdn vé nhiing
van dé lién quan téi thué va quy dinh ké todn
Advise the BOD and relevant individuals and departments on matters
related to tax and accounting regulations.

2. AUTHORITY

- Ky cdc tai liéu lién quan dén ké todn phdi trd/ Sign docs pertaining to payable
accounting:
* Héa don tai chinh va (cdc) bang tinh chi tiét hd tro hoa don;
Financial invoices and detailed spreadsheet(s) supporting invoices;
« Tai liéu / sta déi hoa don;
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Docs/ Minutes to Adjust/ amend invoices;
+ Yéu cAu thanh todn cho khdch hang.
Payment requests to customers.
- Ky cdc bdo cdo tai chinh va cac bdo cdo bt budc khac theo yéu cdu clia phdp
ludt:
Sign Financial/ accounting reports and other compulsory reports required
by laws:
* Bdo cdo tai chinh / k& todn va théng ké theo yéu cau cla phdp ludt;
Company financial/ accounting and statistics reports required by laws;
« SU dung mé thdéng bdo dé ky biéu mau khai thué (dién t);
Using token to sign (electronic) tax declaration forms;
- Ky van bdn chinh thuc / tai liéu gidi trinh sé dugc gl dén cdc co quan chinh quyén
co lién quan dén chinh sdch thué / théng ké / thi tuc / quy dinh.
Sign Official letters/ clarification documents to be sent to relevant
governent bodies in relation to tax and statistics polices/ procedures/
provisions.

3. COMPETENCE REQUIREMENTS

- Tét nghiép dai hoc chuyén nganh Tai chinh/Ké& toan, ching nhdn béng ACCA
BA in Accounting/Finance/ACCA qualification
- Co tu 3-5 ndm kinh nghiém trong vi tri tuong tu
At least 3-5 years relevant experience as Accounting Manager/ Chief Accountant
- Hoach dinh ké hoach va tuong tdc vai cdc bd phdn khac
Excellent in planning and interacting with all levels and partners
- Thanh thao Vi tinh van phong, ddc biét la ki ndng Exce va cdc phdn mém ké todnl
Good MS Office skills particularly strong capabilities in MS Excel and other
accounting software
- Lam viéc dudi dp luc I6n va ddm bdo dung han dinh
Can work under high pressure. Willing to work hard for closing books at month end
with strict deadlines
- Kindng quadn li va l&dnh dgo nhén vién
Excellent in management skill
- Kindng tiéng Anh tot
Intermediate level in English

Note: This job description is changeable subject to company’s adjustments necessity with the
agreement of two parties.

Ghi chu: Bang mé td céng viéc ndly cé thé dugc diéu chinh bdt cu khi ndo tuy theo nhu cdu cda
Céng ty vdi su déng y cua hai bén
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