


Duties and Responsibilities:

1 Chief Financial 

Specialist

Item No.: 254-S3-FSO-

CG

1. Responsible in the preparation and submission of periodic management reports in budget utilization and monitoring including cost analysis. 

2. Maintenance and updated expense ledger for all groups. 

3. Process requests for budget additions and realignments. 

4. Oversee the computation and timely remittance of statutory contributions which includes employer and employee contributions for GSIS, HDMH, PHIC, BIR, SEPF and SEI, among others. 

5. Maintains updated and orderly documentation of all remittances for future audit references. 

6. Oversee the reconciliation of remittance accounts and payments to relevant government agencies and coordinates with Accounting and Payroll teams to ensure accurate withholding and 

remittance of employee-related taxes and contributions. 

7. Ensure timely and accurate preparation and submission of regulatory requirements to relevant government agencies which include, among others, BSP, GCG, DOF, BTr, PSA and DBM. 

8. Monitor changes/updates in regulations and relative laws and assess their impact on the Corporation. 

9. Maintains updated and organized documentation of regulatory compliances for future audit references. 

10. Prepares annual tax return and compliance for submission to BIR and provision of employees W-2 forms. 

11. Spearhead coordination with BIR tax examiners and tax consultants, if any, during tax audits and assessments. 

12. Performs other related duties as may be assigned from time to time. 

2 Accountant III

Item No.: 142-S2-ACCT-

SLG

1.	Custodian of branch reports and records.

2. Daily recording of transactions (expenses, assets acquisitions, loan releases, loan reclassification, loan repayments, fund transfers, deposits, and withdrawals, etc.)

3. Monthly reconciliation of bank accounts.

4. Preparation of Disbursement Vouchers (DVs) with supporting documents.

Determine the accuracy and validity of loan approvals, releases and claims.

5.	Prepare, consolidate and maintain accounting books and financial records on regional transactions.  

6.	Prepare and submit timely periodic accounting reports and documents to the Controllership Group.   

7.	Provide analytical information to the Group Head on the financial operations of the Group. 

8.	Coordinate tasks, where necessary, with other departments and groups in the Corporation and/or external groups and institutions.  

9.	Perform other related functions as may be directed. 

3 Senior Accounts 

Management Specialist

Item No.: 215-P1-AO-

MG

1.	Issue Official Receipts (ORs) for all payments made in favor of SB Corp for the Corporate and P3 Fund, including but not limited to Post-Dated Checks (PDCs) deposited on due date;

2.	Act as custodian of PDCs issued by SB Corp borrowers/clients as payments of their loan obligation and deposit the same on due date; 

3.	Deposit all collections received by SB Corp to its depository bank. Collections received after bank’s cut-off time shall immediately be deposited on the next banking day;

4.	Provide cash management reports such as but not limited to Cash Disbursement, Cash Receipts, Returned Checks and PDC inventory on a monthly basis;

5.	Monitor and prepare memorandum on returned/dishonored checks including tagging in the oracle system;

6.	Seek approval from the Treasury Manager on matters concerning cash transactions and other forms of payments made by SB Corp borrower-clients which are not within their authority;

7.	Issue checks/s, Credit/Debit Advice to duly signed/approved Disbursement Voucher (DV)/Loan Disbursement Sheet (LDS)/Internal Fund Transfer (IFT) Form and release the same to SB Corp 

internal or external client/s on a timely manner and ensure receipt of the corresponding OR, if necessary;

8.	Act as Petty Cash Fund Custodian;

9.	Act as Custodian of unused Official Receipts (ORs), prepare and submit the corresponding report on Accountable Forms without Money Value, and 

10.	Perform other functions that may be assigned.  


