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Job DESCRIPTION – SENIOR ACCOUNTANT
	Department:
	Finance Department 

	Immediate Supervisor:
	Financial Manager

	Hayah Mission:
	Hayah is committed to creating and maintaining an environment that fosters and enriches the personal and academic growth of each student. Hayah empowers students to live with purpose, honor their cultural identity, respect diversity, and serve humanity by impacting local and global communities.


	MAIN DUTIES AND RESPONSIBILITES 

	· Perform budget preparation (where applicable) and Money collection for the events below according to each event date: 
All school field trips, SWW, Carnival, ASA, Hayah Sharks, Robotics trips, CE events, Career fair, Drama production, Arabic Culture Nights, Delf (French exam), Fun fair, MUN (local and international), Picture Day, Graduation ceremonies, concerts, and yearbook. 

· Administer & record all revenue invoicing according to school procedures (excel sheets). 
· Issue cash for the above events and check settlements. 
· Analysis the budget summaries to senior management. 
· Prepare and seek administrative approval for all payments requests for the events below according to each event date: 
All school publications and hospitality, Admission open day, Hayah sharks, ASA accounts, Art competition and IB Art Exhibition, SWW vendors, Students’ cancelation trips refunds, marketing & advertising subscriptions, General school events, and CE summer camp. 
· Administer and record all invoices and payments in accordance with school procedures both manually and on the financial system Odoo then close the financial year. 
· Perform other projects and duties as assigned/requested.




	QUALIFICATIONS AND EXPERIENCE

	· Bachelor's degree in finance or accounting. 

· 5-7 years of relevant experience. 




* This job description describes in general terms the normal duties which the post holder will be expected to undertake.  However, the duties may vary or be amended from time to time without changing the level of responsibility associated with the post.  
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