 JOB VACANCY!
We are a dynamic Engineering contracting firm based along Mombasa road, Nairobi. We are  looking for the best candidate to be part of a vibrant team as below
1. Office Admin Executive

Qualifications: 
-Degree/Diploma from a recognized institution biased in Accounts, Commerce, finance or Business Management
-C and above in Mathematics

-Accounting skills (CPA added advantage)
-Quick books management skills
- Computer/IT skills

-Previous experience min 1 year as an accountant, office admin/manager is an added advantage
-Ladies are highly encouraged to apply
The candidate:

-Aged: 22-30 years

-MUST be ready to work in a demanding yet dynamic organization in a male dominated industry

- should have exquisite communication and customer service skills

-Must be hands-on, highly reliable, disciplined, well groomed

-should be creative and come up with better solutions to solve daily challenges

Key Tasks.

· Accounting-sales process, client statements, reconciling accounts books, cash book maintenance, petty cash management, keep inventory

· Communication: coordinating office and site, customer service - emails/calls

· Office management – filing, record keeping, run company errands, cleaning and organizing office, clerical works
· schedule appointments and meetings

· Tender Preparation, submitting, recording, attending tender meetings and follow up

· Procuring office goods

·  Any other duty as assigned from time to time

Reporting time: 8.00-5.00pm

Salary: Kshs. 

Probation period: 3 months

Qualified candidates to send CV and letter to hvackenyajob@gmail.com before 24th OCT 2018 Cleary indicating the minimum expected salary and earliest availability.
Only successful candidates will be contacted.
