
 
“Life in all its fullness”  John 10:10 

 

JOB ADVERT 
Job title: ACCOUNTS ASSISTANT  

Department: Accounting and Finance 

Minimum qualification:  Diploma in the relevant field 

Experience level: Mid-level 

Reports to: Accountant/ Finance Manager 

Accountable to: Medical Superintendent 

 

JOB PURPOSE 

At COU Kisiizi Hospital we expect care of patients to be of the highest achievable standard at an 

affordable cost. Kisiizi is committed to continuous improvement in standards and continuous learning for 

all staff and the hospital at large. The clinical staff cannot achieve these aims without the essential 

support of everyone else who in the hospital. We are searching for a motivated accounting assistant who 

is an excellent multi-tasker with exceptional communication and time management skills. 

 

Job description and requirements: 

ROLE OVERVIEW 

The Accounts Assistant works as part of the finance team, supporting the finance department, accountant 

and management by completing routine clerical and accounting tasks. Preparing budget, maintaining 

reports, recording transactions, fact checking, completing basic book keeping and accounting duties for 

Kisiizi Hospital. 

 

KEY RESPONSIBILITIES AND DUTIES INCLUDE BUT NOT LIMITED TO; 

*  Assisting the finance department/ senior accounting staff members with various tasks including 

preparing budgets, records and statements. 

*  Preparing financial documents such as invoices, bills, and accounts payable and receivable.  

*  Completing purchase orders 

*  Managing payroll 

*  Completing financial reports on regular basis and providing information to the finance team. 

*  Completing bank reconciliations and entering financial information into appropriate software 

program 

*  Assisting with audits, fact checks and resolving discrepancies. 

*  Managing hospital ledgers, issuing checks and processing business expenses. 

*  Recording office expenditures and ensuring these expenses are within the set budget. 

*  Verifying bank deposits and managing day to day transactions. 

*  Encoding accounting entries for data processing 

*  Sorting financial documents and posting them on proper accounts. 

*  Reviewing computer reports for accuracy and meticulously tracing errors back to their source.  

*  Resolving errors in financial reports and correcting faulty reporting methods. 

*  Handling communications with clients and vendors via phone, email and in person. 

*  Reporting debtors and creditors. 

*  Responsible for ensuring filing is done in a timely and organised manner. 

*  Provide any other accounting and clerical support to the accounting department. 

*  Any other duties assigned.  

 

 

 



SKILLS AND QUALIFICATIONS 

The ideal candidate must possess the following: 

A diploma in Accounting / Finance or any related discipline 

Minimum two years’ experience 

Professional qualification at ATC is an added advantage. 

Bachelor’s degree will be an added advantage. 

Competency of Microsoft word, excel and accounting software. 

Excellent skills in financial data entry and analysis 

Strong book keeping skills 

Payroll experience 

Understanding of budgetary principles  

Strong written and oral communication 

Experience in balance sheet account preparation, detail oriented and organised. 

Flexibility in the post given any other jobs that are not in the Job Description. You should be 

flexible and dynamic in case of role rotation. 

To be a successful accounting assistant, you should have an understanding of basic accounting 

principles and proficiency with computers such as, Ms excel or quick book. You should be 

trustworthy and efficient. 

 

COMPETENCIES 

Able to work on own initiative 

Effective communication skills 

Workload measurements 

Committed to service 

Up to date on Ugandan budget taxation and accounting principles 

Strong Christian values. 

Ability to work as part of the multi-disciplinary team. 

 

ALTERING THE JOB DESCRIPTION 

This job description is intended as a general guide to your duties but cannot cover everything you may be 

required to do. As situations change, you or the Medical Superintendent may wish to change this job 

description while you are in post, it can only be done through mutual agreement. 

 

TERMS AND CONDITIONS OF SERVICE 

This post is subject to the terms and conditions of service as set by the Board of Governors that are 

available on request.  

 

How to Apply 

• Hand deliver applications at the Kisiizi Hospital to: 

The Human Resource Coordinator,  

Kisiizi Hospital,  

P.O. Box 109, Kabale 

 

OR  

• Send by email to hrkisiizihospital@gmail.com, attach your CV and Cover Letter, Academic 

documents. 

• Applications MUST be received not later than 5pm, on the 20th.May, 2021. 

 


