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Your Responsibilities:

· Assist and prepare full set of accounts, quotations, invoices, purchase orders, A/P and A/R

Handle general accounting work and month-end closing, such as bank reconciliation, preparing schedules for cheque

transaction and petty cash

Handle general administration and HR duties, such as Employment contract, Payroll, MPF, phone calls, mailing and

courier

Assist and perform Company Secretarial and Administrative duties

Handle general o�ce administration duties and other ad hoc duties as assigned

Requirements

Fluent command of Spoken & Written English and Chinese (Cantonese and Mandarin)

Degree/Diploma holder or above in Accounting or Business Administration with LCCI II or above

Minimum 1 years related accounting experience

Pro�cient in MS Word, Excel & Chinese word processing

Able to work independently and under pressure

Must be eligible to work in HK

Lesser experienced successful candidate will be considered as Assistant Accounts & Admin O�cer

Advantageous Skills & Speci�cations

Knowledge in Xero Accounting platform

Company Secretarial experience

Prior experience of working in a start-up environment

Candidates with experience in electronics/product development industry preferred

APPLY NOW

Additional Information

Work Exp

1 Year - 5 Years

Education

Diploma / Certi�cate

Employment Type

Full Time

Location

Hong Kong Island , Sheung Wan

Job Level

Entry

Published On

23/8/2017

Job Ref. No.

Link-Pro Admin

Bene�ts

13-month pay , 5-day week , Medical plan

Languages

Chinese - Cantonese , Chinese - Mandarin , English

Industry

Accounting / Audit / Taxation

Accounts & Admin O�cer

Link-Pro CPA Limited

Job Details Company Overview

Sorry, this job is no longer available

Accounts & Admin O�cer

Link-Pro CPA Limited

https://dev.cpjobs.com/hk/industry/accounting-audit-taxation-jobs/1
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Job Function

Administration>Clerical / Admin / Operation

https://dev.cpjobs.com/hk/jobs/administration/1
https://dev.cpjobs.com/hk/jobs/administration/clerical-admin-operation/1

