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Mockea, Pocens, 119034 Moscow, Russia, 119034

Tel: +7 (495) 637 21 86
+7 (495) 637 25 35
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Website: www.kenemb.ru

Fax: +7 (495) 637 54 63

i KEM/230/3(127) 26" February, 2025

The Kenya Embassy, Moscow is seeking to employ a self-motivated and dynamic
individual for the position of:

ACCOUNTS ASSISTANT -1 post
Duties of Accounts Assistant

a) Accounts Assistant Personnel at the Kenya Embassy Moscow will work under
the visiting Financial Attaché and will be responsible to the Financial Attaché on
the following:

b) Conversant with Accounting and Procurement procedures.
c¢) Preparation of payment and Receipt vouchers.

d) Preparation of monthly expenditure analysis.

e) Maintenance of cash book.

f) Maintenance of vote book (expenditure returns and control)
g) Banking and payment of goods and services (bank Transfer)
h) Procurement of goods and services.

i) Translation of invoices, Bills, Quotations and other related documents.
j) Maintenance of stocks ledger and stores.

k) Update of the Assets registers and inventory

1) Monthly Financial reporting and returns

m) Able to meet deadlines

n) Any other duties as may be assigned




Qualifications

a) Degree or Diploma in Accounting, Finance, Economics, Commerce or their
equivalent;

b) Professional certificate in Accounting is mandatory;
¢) Knowledge in book keeping practices and Russian banking system;

d) Information Technology (computer literacy) and preferably —in excel and quick
books;

e) Good communication and written skills in both English and Russian language;
f) Work experience in accounting not less than three (3) years;

g) Proof of Residency to the Russian Federation (valid Visa) for none Russians;
h) Certificate of Good Conduct or equivalent;

The position if confirmed is purely on Contract Terms renewable on basis of excellent
performance.

How to apply

Suitable candidates may apply on or before 24" March, 2025 by close of business,
enclosing résumé and copies of professional and academic papers and passport photo
to:

The Ambassador
Kenya Embassy, Moscow
Lopukhinskiy Pereulok, Sc1, Moscow, 119034

and send scanned copies to: moscow@mfa.go.ke OR
kenyaembassymoscow@gmail.com

ONLY SHORTLISTED APPLICANTS WILL BE CONTACTED.
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OBBABJIIEHUE O BAKAHCHH

IMocomscTBo Kenun B MockBe HIIET IENEYCTPEMICHHOrO H NUHAMHYHOrO KaHAWAaTa Ha
nomxHocts ACCUCTEHT BYXT'AJITEPA (1 BakaHTHOE MECTO).

O0s13aHHOCTH acCHCTeHTa Oyxrajirepa

a) AccucTeHT Gyxrantepa B moconscTBe Kennn B Mockse Oyzer paboTars mojl pyKOBOACTBOM
TIpHE3KAONIEro (PHHAHCOBOTO aTTallle H OTBEYATh Nepel pUHAHCOBBIM aTTalle 3a CIeAyIomee:

©) [Tporemypbl OyXranrepckoro yueTa 1 3aKyIKH.

B) [ToAroTOBKA MIATEXHBIX M IPHUXOJHEIX JOKYMEHTOB.

r) IToaroroBka exeMeCcs9HOrO aHaIHM3a pacxoJI0B.

I) Benenue xaccoBOM KHUIH.

) Benenue KHUTH ydyeTa pacxoJoB.

%) [TpoBeeHre 6aHKOBCKHX ONepanuii U OIIaTta TOBapOB H yCIIyT (6aHKOBCKHMii EPEBOL).
3) 3aKyIKa TOBapOB M YCIIYT. |

n) IlepeBox CUETOB, CUETOB, KOTUPOBOK M JIPYIHX COIYTCTBYIOIIHMX AOKYMEHTOB ¢ PYCCKOro
S3BIKa Ha aHTJIMHACKHUIL.

K) Benenne peectpa 3amacoB U CKJIaI0B.

1) OGHOBIICHHE PEECTPOB H MHBEHTApHU3alliH aKTHBOB.

M) ExxeMecsuHas (UHAHCOBAsA OTYETHOCTE H OTYETHOCTb.

H) CriocoGHOCTE COOMIOATE AeATaHHEL

0) JIioOble Ipyrie 00sM3aHHOCTH, KOTOPEIE MOTYT OBITh TOPYYEHEI
TpeboBanus K KBaaupukauuu -

a) JlokyMeHTalIbHO IOATBEPKIEHHOE 06pa3oBanue B 001acTi OyXTraaTepcKoro y4era, QUHaHCOB,
5KOHOMHKH, KOMMEPIIHH UITH SKBHBAJICHTHOE;

6) Hamune npodeccnoHansHOro cepTH(uKara 1o OyXrajirepcKoMy ydeTy HIIH aHajora TaKoro
ceprudukata 00I3aTEIBHO;




B) 3HaHHe OyXrajiTepckoro ydera u poccuiickoif 0aHKOBCKOH CHCTEMBI,

r) KommerotepHas rpaMoTHOCTD, 3HaHHe Excel u QuickBooks;

1) HaBBIKH yCTHOTO U MUCBMEHHOTO OOLICHHS Ha aHITHHCKOM H PYCCKOM SI3BIKaX;
e) OnmIT paboTe! B 06acTy GyXrauTepckoro ydera He MeHee 3 (Tpex) JIET;

k) IloxTBepiK/IeHHWe 3aKOHHOCTH HaxXO)KIeHWs Ha Tepputopun Poccuiickoil’ Oenepaiuu
(mecTBYrOIIAA BU3A) IS JIKLL, He SIBJIIOIMXCS Tpaxkaanamu Poccun;

3) CnpaBka 00 OTCYTCTBUH CYAMMOCTH HJIHM JKBHBAJICHT,
Pa6oTa 110 KOHTPAKTy ¢ BO3MOYKHOCTBEO €r0 IIPOJUICHHS IIPH YCIOBHH OTJIMYHOM paboThL.
Kak nmogarsp 3asBKY

[Mojxoasiire KaHIHAATEL MOTYT IOJAaTh 3asBKy He mo3aHee 24 mapra 2025 roaa, HampaBuB
pestome (Ha aHITIHICKOM S3bIKE), KOIHH MPO(EeCCHOHANBHEBIX CEPTU(PUKATOB ¥ aKaJIeMUYECKUX
JIOKYMEHTOB, a Taioke (ororpaduio nacnopra, Ha ums [Tocna mo agpecy:

IMoconbeTBo Kennu, Mocksa

119034, Mocksa, JlomyxuHckwuii mep., 1. 5 c. 1

U OTIIPaBBTE IO 3JEKTPOHHOM IoyTe:
moscow(@mfa.go ke, kenyaembassymoscow(@gmail.com

IMOCOJIbCTBO CBSDKETCS C OTOBPAHHBIMU KAHJIUITATAMHA




