
IHF CATHOLIC ARCHDIo-CE$E OF LILoNGWE

@
VACANCY ANNOUNCE.MENT

Aoplicationsareinvitedfromsuitably@acantpostofaBursartenab|eatSt.
Iriaria Goretti Secondary School'

Overall Purpose of the job

The Bursar wiil direcfly report to the Head teacner (st. Maria Goretti) and he/she shat be responsible for management

of all books of accounts and personnel recoros'

Duties and ResPonsibilities

. Preparatron of receipts and BanksRevenue

. Wriiing Local Purchas Orders (LPOs)' and General Receipts;

. Maintaining books of accounts files accounting documents;

. Preparation of payment vouchers produces monthly financial reports

. preparation of annuat forecasts ano offis for the school in consultation wtth the Head Teacher

. preparation of frnancial reports as requirid by the Head Teacher and the Board of Governors

. Preparation o{ reconciliation reporls ano any oft'er financial returns required by the school or by law

. Managing, reconciling and reimbursing petty cash;

. Managrng the schoor s Finances, urr ,iuii fl,ronnet records and oversees work with the schoor s personnel

and PaYrollProvlders;
. Supervising the School support Staff

Job sPecifications
.MinimumofaDiplomainAdministrationBusinessStudies,AccountingorHumanResourceManagement

with two Years relevant exPenence

. Computer literate (MS Office' Excel)

r Strong planning and organizational skills

. Communicate ciearly bolh when speaking and writing in English

. Be prepared to work during odd hours

o Must be a committed and practicing Christian

Method of APPlication
U::Tffi:,i[il]ii.;rtaired curricurum Vitae, copies or academic and all relevant certiricates,Tljttt

contactable referees to:

The Human Resources & Administration Manager

Archdiocese of Lilongwe

P.O. Box 631

Lilongwe.

Or E-mail: E'mail: vacanciesarchdll@gmail'com

Deadline for receiving applications is 17tt' May 2021 'qPilw


