
WE'RE 
HIRING

Accounting and 
Financial 
Administrator (f/m)
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Excellent reading and grammar skills of 
English language is a must (minimum 
knowledge at B2 level)

Graduation from Bachelor degree is a plus

Minimum high school degree from Economics

Knowledge of financial systems and databases

Organisational skills and ability to 
manage deadlines

Ability to reflect on one's own work as well as 
the wider consequences of financial decisions

Key Responsibilities 
Being responsible for finance and accounting 
administration (preparing files and other 
documents related to accounting)

Administering payrolls

Summarizes current financial status by 
collecting information; preparing internal data 
for profit and loss statements and other reports

Update internal accounting databases and 
spreadsheets

Manage obligations to suppliers, customers, and 
third-party vendors

Create and update spreadsheets of daily 
transactions

Controls day to day incomes and expenditures

Prepare monthly accounting reconciliation’s

Keep records of invoices and tax payments

Prepares documentation for payments

Protects operations by keeping financial 
information confidential

Liaising with the external accountant to ensure 
monthly monitoring is carried out

Keeping abreast of changes in financial 
regulations and legislation

Report to management

Other duties as assigned by the general 
manager and director

Apply Now 
posao@ddcce.ba

387 33 730 285

DDC Multilingual Solutions

 

Experience
Proven working experience as an Account and 
Finance Administration

Proficient user of finance software/accounting 
program PANTHEON is a plus

A solid understanding of financial statistics 
and accounting principles

Demonstrable experience with Excel

Solid data entry skills with an ability to identify 
numerical errors

Good knowledge of bookkeeping procedures

DDC MLS is part of the DDC Group, which employs more than 4,500 
employees located in 12 locations around the world. DDC Group 
provides its services in the global market with incomparable structure 
and consistency of its business.

DDC MLS currently has an opportunity for you!

Location: Sarajevo
If you are interested to join our team, we encourage 
you to share your background, interests and ambitions 
with us. All interested in this position can apply by 
sending CV on email: posao@ddcce.ba


