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Job Description 

Accounting and Administration Senior Officer / Officer 

We are looking for an Accounting and Administration Senior Officer / Officer by administering 
accounting and administration. You should be familiar with audits, invoices, and budget preparations. 
Our ideal candidate demonstrates interest in managing accounting activities, including bank 
reconciliations, accounts payable and accounts receivable. You should also support office 
administration, church events and activities, and facilities management according to policies set forth 
by the Director of Administration.  

Accountability & responsibilities 

We are seeking to welcome an attentive and well-organized candidate for the position. This 
position requires interacting with different aspects of our church including staff, lay leaders 
and general congregants. 

Responsibilities: 

 Keep accurate records for all daily transactions 

 Prepare balance sheets 

 Process invoices 

 Record accounts payable and accounts receivable 

 Update internal MYOB systems with financial data 

 Prepare monthly and annual financial reports 

 Reconcile bank statements 

 Participate in financial audits 

 Track bank deposits and payments 

 Responsible for cash flow and income & expense record 

 Assist with budget preparation 

 Review and implement financial policies 

 Daily office administration and contract renewals 

 Provide support for church events and activities 

 Supervising church properties 

 Computerized clerical work and good filling skills 

 Detailed-oriented and independent 
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Requirements: 

 Proven work experience as an Account Officer or similar role 

 Solid knowledge of accounting procedures 

 Experience using financial software, MYOB is preferred 

 Advanced MS Excel skills 

 Knowledge of financial regulations 

 Excellent analytical and numerical skills 

 Strong ethics, with an ability to manage confidential data 

 Form 7 or above and BSc degree in Finance, Accounting or Administration is a plus. 

 Able to communicate fluently in English and Cantonese. 

 Immediate availability is preferred. 

Competitive salary and retirement benefits with dental and medical benefits available. 5 
days work.  Interested parties should send your CV, expected salary, and availability by 
email. 

Personal Attributes: 

 Committed to the vision and values of the church. 
 Exhibit spiritual maturity, demonstrating missional lifestyle, and passion with strong 

commitment to Jesus Christ. 
 Possess the ability to maintain good interpersonal relationships. 

 
Term 

Two-year full-time renewable contract, 5 workdays per week and Sunday would be a 
workday. 

Interested parties please send the applications (including full career details, salary history 
and expected salary) to jobs@ecchk.org.  

 


