
The Agricultural Research Council (ARC) is a premier science institution that conducts research with 

partners, develops human capital and foster innovation in support of the agricultural sector. It  

provides diagnostic, laboratory, analytical, agricultural engineering services, post-harvest  

technology development, agrochemical evaluation, consultation and advisory services, food  

processing technology services as well as various surveys and training interventions. Through its  

wider network of research institutes and experimental farms, the ARC provides a strong scientific 

base and a broadly distributed technology transfer capacity to the entire agricultural industry in South 

Africa. 

___________________________________________________________________________________ 

The ARC-Central Office (ARC-CO ) seeks to appoint an experienced and dynamic person to the fol-

lowing position at Hatfield  

Cashbook Assistant (Six Months Temporary position)  

Key Performance Areas 

 Process daily Bank transactions cash payments or receipts. 

 Generate customer invoices. 

 Allocate customer payments to customer accounts. 

 Allocate customer payments to customer invoices receive remittance advice. 

 Follow up on customer accounts – request remittance advice, follow up on credit balance. 

 Process petty cash transactions.  

 Prepare petty cash reconciliations. 

 Forward pay card statements to Institutes. 

 Process petty cash transactions. 

 Process foreign payment transactions. 

 Forward foreign payment documents to bank. 

Requirements  

 Three-year accounting degree or diploma. 

 Three (3) years’ experience in finance. 

 Computer literate with advanced MS Office proficiency. 



 Excellent communication skills (Written & verbal). 

 Customer care and excellent client liaison. 

 Ability to work under pressure. 

 Ability to work act with tact and discretion. 

 Self-managed and motivated. 

Enquiries : Ms Riana Butler, Tel : (012) 427 9847 

Closing date: 17 September 2018. 

A competitive remuneration package will be congruent with the scope, responsibilities and the stat-

ure of the position. The appointment will be subject to a six (6) month probation period and a posi-

tive security clearance and preference will be given to SA citizens. 

Applications accompanied by covering letter, detailed CV (including certificates, supporting docu-

ments, copy of a valid rivers’ license and nationality. NB: Non RSA Citizens work permit holders 

must attach certified copies), as well as the names and particulars of three (3) traceable referees, 

Applications must be made online at: HRCV@arc.agric.za 

SAQA evaluation report must accompany foreign qualifications. Incomplete applications will not be 

considered. Applicants who do not receive any response four (4) weeks after the closing date must 

regard their applications as unsuccessful. 

The Agricultural Research Council is an equal opportunity employer but is committed to the princi-

ples and processes of Employment Equity. The company has the right not to appoint 

 

 

 

 

 

 


