ACCOUNTANT
We are looking for an Accountant to work in our office in Kadikoy, Istanbul. As our
Accountant, you will take on certain responsibilities that will require you to have a good
knowledge of accounting, law. You can find the details and requirements of your job

description, which is based on payments for which the company is responsible, but also

includes various areas of responsibility, in the details of the announcement.

Requirements:

Good command of English and preferably good knowledge of German.

Bachelor's or Master's degree in the appropriate field of study or equivalent work

experience

Very good MS, Excel and Word skills.

Experience with general ledger functions and month-end/year-end closing process
Comprehensive information on basic accounting principles and procedures

A business ethic based on the understanding of keeping information critical to the

company confidential

Responsibilities :

To categorize and maintain employees' payrolls, vacation days, and the prices of
purchases for the company separately according to Excel spreadsheets and to inform the

top manager about the process regularly.

To keep track of all the payments of the company and to create an online archive network
where the top manager can access the record of the payments at any time. (Control, filing
of invoices, bank transactions and collection of each in lists and files)



Carrying out SGK recruitment and SGK dismissal procedures.
Preparing SGK monthly declarations and receiving accruals,
Making Labor Organization Labor force notifications,
Preparation and execution of all necessary legal notifications,

To be primarily responsible for matters such as making presentations for desired special

projects, following up the inventory of office supplies and their needs.

Effective communication with all parties at all levels internally and externally (by mail,
telephone, documentation, etc.)

W hat we offer you:

-You will be part of a motivated and ambitious team with which you will actively help
shape our success story

-You will be employed by us, receive fair remuneration and many benefits (food, coffee,
fruit, snacks, etc.)

-Flat hierarchies, a lot of personal creative freedom and an open feedback culture enable

you to develop optimally.

You can send your CVs to us at this e-mail address: application@xenovo.net

MUHASEBECI

istanbul Kadikéy'deki ofisimizde calisacak bir Muhasebeci ariyoruz. Muhasebecimiz
olarak, iyi dizeyde muhasebe ve tercihen hukuk bilgisine sahip olmanizi gerektirecek
belirli sorumluluklar Ustleneceksiniz. Sirketin sorumlu oldugu 6demelerin esas oldugu,
ancak cesitli sorumluluk alanlarini da iceren gorev taniminizin detaylarini ve gerekliliklerini

duyurunun detaylarinda bulabilirsiniz.



Gereklilikler:
lyi derecede ingilizce ve tercihen iyi derecede Almanca bilgisi.

Uygun calisma alaninda lisans veya ylksek lisans derecesi veya esdeder is
deneyimi

Cok iyi derecede MS, Excel ve Word becerisi.
Genel muhasebe fonksiyonlari ve ay sonu/yil sonu kapanis stireci ile ilgili deneyim
Temel muhasebe usul ve esaslar hakkinda kapsaml bilgi

Sirket icin kritik 6neme sahip bilgileri gizli tutma anlayisina dayanan bir is etigi

Sorumluluklar:

Calisanlarin maas bordrolarini, izin gunlerini ve sirket icin yapilan alisverislerin
fiyatlarini Excel tablolarina gore ayri ayr kategorize etmek, muhafaza etmek ve sureg

hakkinda st yoneticiyi dlizenli olarak bilgilendirmek.
Sirketin tim 6demelerini takip etmek ve Ust yoneticinin istedigi zaman 6demelerin
kaydina ulasabilecegi online bir arsiv agi olusturmak. (Faturalarin, banka islemlerinin

kontrolu, dosyalanmasi ve her birinin liste ve dosyalarda toplanmasi)

Istenilen 6zel projeler icin sunumlarin yapilmasi, ofis malzemelerinin envanterinin

ve ihtiyacglarninin takibi gibi konulardan oncelikli olarak sorumlu olmak.

Sirketin icinde ve disinda, her seviyede tum taraflarla etkin iletisim kurmak (posta,

telefon, dokiimantasyon vb. ile)

SGK ise giris ve SGK isten cikis islemlerinin yapilmasi.



SGK Aylik bildirgelerin hazirlanarak tahakkuklarin alinmasi,
iskur isgiicii bildirimlerinin yapilmasi,

Gerekli tim yasal bildirimlerin hazirlanmasi ve yapilmasi

Size ne sunuyoruz?

- Basan hikayemizi sekillendirmeye aktif olarak yardimci olacaginiz motive ve hirsli bir

ekibin parcasi olacaksiniz

- Bizim tarafimizdan istihdam edilecek, adil bir lcrete ve bircok avantaj (yemek, kahve,

meyve, atistirmaliklar, vb.) sahip olacaksiniz.

- Kisisel yaratiai ozgurlik ve acik bir geri bildirim kualturiyle isleyen essiz bir calisma

ortami.

Cv'lerinizi bize bu mail adresinden ulastirabilirsiniz: application@xenovo.net



