
JOB TITLE: SENIOR ACCOUNT OFFICER 

 

JOB DESCRIPTION 

The role falls under administrative staff and is hereby classified as level 3. The purpose of the job is to perform 

accounting, budgetary and other related business activities of the school in a safe and cost effective manner that 

supports the goals of the school. 

 

As per the organizational structure, Senior Account Officer reports directly to the Head of School and liaises with the 

Technical Director and the Business Development Manager. The experience required to this job is a minimum of three 

years of specific job related experience preferred and/or training in an educational environment, or equivalent 

combination of education and experience. Additionally, Senior Account Officer should have a First Degree or Higher 

from a reputable University. A minimum of Part2 qualification in ACCA, CIMA, or CA is an added advantage. Senior 

Account Officer at MICS are required to show the following key competencies: 

 

 

 

 

ACCOUNTING, BUDGETARY AND OTHER RELATED BUSINESS ACTIVITIES 

 initiates action to void or stop cheques/direct deposits, notifies appropriate parties and prepares replacement 

cheques for all payments due 

 assists in the design and development of forms and processing procedures to promote more efficient and 

effective operations 

 utilizes effective oral and written communication skills in dissemination of information to provide timely and 

accurate responses to customers 

 maintains a professional working relationship with all contacts related to school 

Knowledge Skills Attitudes 

Knowledge of book keeping and 

related functions 

Demonstrated mathematical and 

accounting skills, including ability to 

apply concepts such as fractions, 

percentages, ratios and proportions to 

practical situations  

Is flexible 

Knowledge of efficient operation 

of all office business machines 

Interpersonal and communication 

skills 

Models and maintain high ethical 

standards 

Demonstrated computer technical 

competency  

Able to work with diverse groups Is fair and consistent 

Knowledge of generally accepted 

accounting procedures 

Ability to read, write and follow 

instructions in the English Language 

and demonstrated oral and written 

communication skills 

Emulates MICS mission 

Specialized practical payroll 

processing knowledge requiring 

technical skills 

Demonstrated ability to work under 

pressure 

Keen to promote staff development 

Knowledge of budgets, general 

ledger accounts, journal entries, 

and financial reports 

Ability to analyze and synthesize data Customer service oriented 

Maintains knowledge and applies 

specific content expertise related 

to job functions (Laws and rules 

regarding taxes, retirement 

system, workers' compensation, 

etc.) 

Ability to present complex 

information in a clear and concise 

manner 

 



 assures accuracy and completeness in maintaining files and records, processing activities, and making 

projections: ensuring transactions are properly recorded and entered into the accounting system; updating 

and reconciling all the accounts payable 

 maintaining the accounts payable systems in order to safeguard and ensure complete and accurate records of 

funds payable 

 maintains cash controls 

 establishing and maintaining creditor accounts 

 ensures that all creditors are paid in a timely manner and according to the terms of payment 

 analyzing and processing creditor source documents before payment 

 establishing, maintaining and reconciling the general ledger and the cashbook 

 maintaining and accounting for all Petty Cash 

 issues payment to vendors by cheque, maintains files of paid invoices, charging expenditures to proper 

activity account, balancing journal sheet daily 

 prepares recapitulation of all monthly financial reports and prepares annual report for auditors in 

collaboration with the Finance Team.  

 reconciles bank statements each month and prepares monthly report for internal audit 

 

GENERAL  
 keeping track of the inflow of money 

 posting transactions and calculating interest and totals 

 tracking incoming payments and obligations 

 receive and verify invoices and requisitions for goods and service 

 prepare batches of invoices for data entry 

 maintain a listing of accounts receivable 

 billing 

 collection and receipting 

 maintaining customer files 

 communicating with customers 

 preparing bank deposits and  deposits funds 

 tracking and banking of post-dated cheques and returned cheques 

 ensuring that the billing system is up to date 

 receives, classifies, and receipts money for the purpose of recording financial transactions 

 researches discrepancies of financial information and/or documentation for the purpose of ensuring the 

accuracy and adhering to established procedures prior to processing 

 reconciles financial data for the purpose of maintaining accurate account balances and ensuring compliance 

with established accounting practices 

 debtor management 

 maintaining accurate records of debtors 

 follow up on outstanding school fees 

 assisting with the annual audit 

 

Key Outputs 

 keeping track of the inflow of money 

 posting transactions and calculating interest and totals 

 tracking incoming payments and obligations 

 receive and verify invoices and requisitions for goods and services 

 prepare batches of invoices for data entry 

 maintain a listing of accounts receivable 

 billing 

 collection and receipting 

 maintaining customer files 

 communicating with customers 

 preparing bank deposits and  deposits funds 



 tracking and banking of post-dated cheques and returned cheques 

 ensuring that the billing system is up to date 

 receives, classifies, and receipts money for the purpose of recording financial transactions 

 researches discrepancies of financial information and/or documentation for the purpose of ensuring the 

accuracy and adhering to established procedures prior to processing 

 reconciles financial data for the purpose of maintaining accurate account balances and ensuring 

compliance with established accounting practices 

 debtor management 

 maintaining accurate records of debtors 

 follow up on outstanding school fees 

 assisting with the annual audit 

 

 

 

 

MODE OF APPLICATION 

 

Qualified applicants should send their CVs and Cover Letters to hr@mics.edu.gh, anthony@mics.edu.gh, 

anna.dankwaa@mics.edu.gh  
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