
 

The Salvation Army in Malaysia is in the business of changing lives. We serve 
God through helping people in need without discrimination. 
 
Today, The Salvation Army in Malaysia has a comprehensive network of social 
services to meet a wide range of needs in our community. We provide 
residential homes for children and the elderly, hostels, family support 
services, day cares, tuition centres, a refugee help centre and emergency 
relief services. 
 
We are looking out for committed & passionate individuals who are eager to 
make a difference to the society to join our organisation. 

Job Title Accounts Executive (AP) IRC569 

Centre The Salvation Army- Malaysia Regional Headquarter 

Working Locations No.26, Jalan Puteri 4/2, Bandar Puteri, 47100 Puchong, Selangor, 
Malaysia 

Brief job description The incumbent will be working at our Malaysia Regional Headquarters 
located in Puchong. The person will report to the Accountant and will 
be responsible for all accounts payable transactions in Malaysia. 

Job responsibilities  Ensures all invoices, credit and debit memos supporting the 
payments are correctly scanned into the financial system and are 
appropriately authorised 

 Checks all petty cash claims and verifies documentation 

 Manages all payment run cycles on timely manner & audit 
verification check for all payment cycles to ensure that all 
accounting entries are correctly captured into the accounting 
system 

 Prepares manual cheques, electronic cheques, direct debit 
transactions, web payments and telegraphic transfers 

 Monitors bank account balances and prioritizes payments if 
required  

 Resolves payment issues on all vendor inquires, reconciles vendor 
statements and resolve discrepancies  

 Responds to all centre inquiries on accounts payable and resolve 
discrepancies 

 Reconciles the accounts payable control accounts in the general 
ledger to the sub-ledger each month  

 Reconciles other payable accounts in the general ledger Maintains 
all accounts payable, including AP Control and other payable 
accounts reports  

 Provides supporting documentation for audit by preparing yearly 
payment audit schedules 



Job requirements  Candidate must possess at least Bachelor's Degree/Post Graduate 
Diploma/Professional Degree in Finance/Accountancy/Banking or 
equivalent 

 At least 1-2 Year(s) of working experience in the related field is 
required for this position as Accounts Executive in accounting 
department 

 Fresh grads with relevant certifications are welcome to apply 

 Well versed in computerized accounting systems (Oracle 
Financials) 

 Proficiency in Microsoft Excel and Word is also required  

 Self-starter; able to work independently as well as in a team 

 Required language(s): English, Bahasa Malaysia 

Working hours  8.30 am – 5.30 pm Monday to Friday 

 Flexibility in working schedule is required when necessary 

Please email your detailed resume and expected salary to hr_tsa@smm.salvationarmy.org and 
state the job title in the subject header of the email. 

We regret that only shortlisted candidates will be notified. 
 


