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Society for the Prevention of Cruelty to Animals (HK) is now seeking for high-calibre, team-oriented and self motivated individual for the following position: -

Accounting Assistant
Job Description

· To keep updated donation records and assist in compiling monthly income report
· To assist in preparing Fund Raising Income and Expenditure report

· To record all the membership fee received
· Occasionally perform physical check of inventory and fixed assets
· Responsible for petty cash monitoring
· Assist management to prepare business analysis
· Carry out ad hoc assignments as directed by the management
Requirement

· Degree holder with detail minded, strong analytical skill and business sense

· Able to work accordingly to meet schedules and deadlines under minimum supervision

· Strong interpersonal and communication skills and excellent telephone manner
· Independent, self initiative and mature personality

· Genuine interest in the welfare of all animals

All information provided by applicants will be treated in strict confidence and used only for recruitment purpose. Please submit your full resume to the Human Resources Manager, SPCA (HK), 5 Wan Shing Street, Wanchai, HK or Email to hr@spca.org.hk. Interested parties are invited to visit our website www.spca.org.hk for more information about us.
