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Job Title 

 

Accountant: Central Church Office   

                                 

 

Reporting to:  

 

Chief Financial Officer 

 

 

Main Purpose of the 

position  

 

To assist the Chief Financial Officer (CGO) in performing general 

accounting duties relating to the Central Church Office and the 

UPCSA as listed in the section on key deliverables. 
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Key Deliverables:  

 

 

 

 Manage, execute and report on accounting functions relating to 

the Central Office and the wider UPCSA. 

 

 Balance cash books and prepare clear reconciliations on a 

monthly basis, and in a timely manner. 

 

 Identify deposits and provide Accounts Clerk / Bookkeeper with 

posting schedule on a regular and timely basis. 

 

 Manage the Pastel accounting package and ensure timeous 

month-end closures. 

 

 Ensure that all monthly / annual payments due (example utilities 

and associated UPCSA bodies) are paid on time. 

 

 Assist Chief Financial Officer with reports for the Finance 

Committee and other committees and to produce them on a 

timely basis. 

 

 Assist with the compilation and submission of SARS, UIF and 

Workmen’s compensation returns and ensure they are submitted 

well before the required deadlines. 

 

Assist CFO in ensuring that all expenditure is in line with policies 

and that only approved expenditure is paid in terms of the 

budget. 

 

 Assist Bookkeeper to follow up on medical aid, sundry, and other 

debtors. 

 

 Assist PEF (Presbyterian Education Fund) and Pension Clerk with 

their various roles and duties and ensure they executed 

accordingly and on time. 

 

 Assist Central Church Office staff with general related computer 

hardware issues, ensure that back-ups of all computers are done 

on a regular basis, and that the back-ups are secure. 

 

 Assist congregations with queries on assessments, medical aid 

and pensions in conjunction with the Bookkeeper, CFO and 

Pensions Administrator, and provide feedback in a timely manner. 

 

 

  Follow-up on all queries and requests in a timely manner and 

provide appropriate feedback. 

 

 Any other financial or administration duties delegated to you from 

time to time. 
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Technical 

Knowledge, other 

Skills and Abilities: 

 

 Excellent administration and accounting skills.  

 

 Very good understanding of Pastel accounting software.  

 

 Computer literate and have a very good knowledge of the 

Microsoft Office suite especially Excel (preferably at advanced 

level), Word, Outlook, PowerPoint and Access. 

 

 Excellent knowledge of UPCSA policies. 

 

 Able to maintain a high level of accuracy and efficiency. 

 

 

Behavioural / Soft 

Competencies, 

Skills and Abilities: 

 

 Accurate, efficient, with a quick eye to spot patterns, anomalies 

or errors in financial and documents containing numerical 

information. 

 

 Well organised, with excellent time management skills. 

 

 Able to work quickly and accurately to strict deadlines. 

 

 High level of integrity, ethical, accountability, honesty and 

reliability. 

 

 Discreet, able to protect all confidential financial information 

relating to the Central Church Office and the UPCSA. 

 

 Demonstrate perseverance and be motivated to perform desk 

bound, sometimes repetitive clerical and administrative tasks. 

 

 Resilient, hard-working, efficient, methodical, structured. 

 

 Appropriately assertive and authoritative when dealing with 

financial irregularities.   

 

 Good interpersonal skills. 

 

 Good written and spoken Business English. 

 

 

Education, 

Qualification and 

Experience: 

 

 Relevant Accounting degree and/or a recognised Accounting 

qualification or have suitable QBE experience. 

 

 Five years or more experience and a good track record 

performing accounting duties related to the position. 

 

 Up to date knowledge on regulations, policies and procedures 

relating to financial matters. 

 

 Good working knowledge of the UPCSA’s structures. 

 

 Fair knowledge on the Manual of Faith and Order. 

 

Working 

Environment & 

Travel:  

 

 Travel will be required from time to time, both locally where the 

position is based, but also on ad-hoc occasions to other parts of 
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the country. 

 

Other Important 

Information: 

 

This position requires attention to detail, and a high drive for 

excellence. 

 

 

Salary Range: 

  

n/a 

 

 


