Cash and Activity Coordinator

.. I ‘ : S Start Date: September 1, 2024

Job Summary

Cash and Activity Coordinator is responsible for managing all aspects of cash handling, financial
record-keeping, and activity payment processing within the school. This role involves ensuring the accuracy
and security of cash transactions, maintaining financial records, coordinating with internal and external
stakeholders, and providing administrative support for financial activities.

Qualifications

Knowledge:
e Bachelor’s or higher degree in accounting or related
® Good knowledge of Accounting Standards and related laws
e Proficiency in Excel and Google Sheets

Skills:

Strong attention to detail and accuracy in financial record-keeping
Familiarity with accounting system and canteen smartcard systems
Strong technical proficiency

Strong organizational, analytical and problem-solving skills

Ability to manage multiple tasks and meet deadlines

Good written and verbal communication skills in Thai and English

Personal Attributes:

Seeks to exemplify Christ-like character in all aspects of work and work relationships
Demonstrate good work of professional ethics

Honest and trustworthy

Eager to assist

Flexible

Be punctual

Key Responsibilities:

1. Cash Handling and Safe Management:

Handle and record cash transactions

Keep custody all items in safe

Perform daily cash counts and reconcile discrepancies

Manage cash advances, reimbursements, and requisition pickups, ensuring all are properly
documented and receipts are provided.
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2. Canteen and Smartcard system:
o Coordinate with canteen system provider

o Manage and troubleshoot the canteen system, including both software and hardware, when

issues arise
o Summarize and report daily top-ups and purchases
3. Activity payment coordinator:
o Assign and manage payment methods and collections for all school activities
o Coordinate with teachers regarding the payment for activities
o Maintain accounting records and perform reconciliations
o Create invoices as required
4. Month-End and Administrative Duties:
o Collect rental income
o Collect application fees, maintain records, and perform reconciliations
o Review petty cash at month-end, coordinate with secretaries
o Summarize and process payments for credit card transactions
o Other tasks or responsibilities requested by Finance Director where needed

Terms of Employment:
The tenure and compensation will be in accordance with established policy and practices.

Remunerations:
In accordance with the school policy for qualifications, experience, and job responsibility.




ICS Professional Norms

How we work together is just as important as what we do. The success of our school and ministry is due largely
to people who have embodied these 8 norms.

Teamwork
e \We not only do our own job well, but contribute positively to the success of others in our spheres of influence.
e We are willing to align with team goals over personal preferences; we can disagree but still commit to the team.

Build Community
e We build and promote positive relationships.
e We challenge gossip, slander and things that work against community, and instead promote only that which is
useful for the building up of others.
e We forgive.

Resolve Conflicts
® We are peacemakers; we seek to resolve and grow through conflicts rather than escalate or ignore them.
e We do not assume the worst from the start, but seek opportunity for clear understanding before forming a
conclusion.
e We apply a biblical approach to interpersonal conflict, and encourage others to do so too.

Address the Root
e e identify and address root causes, going beyond treating symptoms, and are persistent to revisit the roots
even when the symptoms may have temporarily disappeared.
e We show maturity in discerning when issues are people or spiritually related, and follow biblical principles to
address these underlying roots appropriately.

Ownership
e We understand whom we serve and the purpose of our work, taking appropriate ownership toward that purpose.
e We take responsibility for being part of the solution, and find appropriate, established channels to make the
changes we seek.

Flexibility
e We discern when to adjust to changes in our environment, rather than fight them or dig in.
e We encourage continuous improvement rather than settling for “the way it’s always been done.”

Earn Trust
e We are known for accuracy and dependability in what we say and do.
e We invite accountability and hold ourselves to high standards.
e We respond to communication, and do what we should do without reminders.

Show Humility
e We do not judge another’s weakness based on our own strength.
e We are quick to admit mistakes; we are able to see things from differing angles.
e We are coachable.
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