	[image: image1.wmf] 



	POSITION DATA SPECIFICATION


	Position Title:
	Junior Accountant
	Date:
	

	Organization/Location:
	ITT Wuxi

	Reporting Line:
	Financial Controller

	
	


Part 1. Describe the Position
Summary: 
(1) Job Purpose: One-sentence description of the overall purpose/mission of the job; the rationale of why the job exists and how it contributes to the company. 

(2) Goals and Objectives: Several bullet points for setting performance objectives.

A) List the essential functions and major activities in order of their importance.

1. Daily reimbursing/ Receipt/ Payment
2. Enter receipt entries into BPCS
3. Enter payment voucher into BPCS

4. Bank reconciliation

5. Cash flow statement

6. Monthly tax reporting

7. Tax declaration

8. Export receipt settlement in SAFE

9. Export tax rebate application and settlement

10. Settlement of bonded book 
Part 2.
Describe the Person
A)
Minimum professional and educational background desired (include years of experience).
1. Accountant relevant major
2. Have ERP experience is preferred
3. Good communication skills
4. Good working attitude and willing to work overtime oral
B)
Describe the most important competencies required of the individual.

(1) Include the competencies identified for the position that differentiate superior performance.
(2) Job fit highlight: the factors within the job that certain employees may find particularly satisfying or dissatisfying. Such as, heavy volume of paper work, travel into dangerous countries, opportunities to work with all kinds of people. 
a) Customer focus

b) Effective communication

c) Execute through IMS/Lean

d) Collaborate for advantage

e) Integrity

C)
Other: Key success factors
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed above are representative of the knowledge, skill and ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

D) Career Pathways: identify the classification/s that might be next career opportunity for employees in the classification. 

	Signature:
	
	

	Date:
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