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Guyana High Commission
London

3 Palace Court, Bayswater Road, London W2 4LP
Telephone: 020 7229 7684 Fax: 020 7727 9809
E-mail: guyanahclondon@mission.gov.gy/

consularghcuk@mission.gov.gy 
Website: www.londonhc.mission.gov.gy 

Applicants are invited to apply for the following position at the Guyana High

Commission, London, UK:

ASSISTANT ACCOUNTANT 
Required Qualifications:

1. A Diploma in Accountancy, Finance or Commerce from a recognized institution and two (2) years’ experience as a Senior Accounts Clerk;
2. Knowledge and experience in the Guyana Public Service; 

3. Knowledge of Microsoft Office and Electronic Data Management;
4. Experience as an Accountant in a supervisory capacity 
5. Must have permission/right to work in the United Kingdom
6. Strong attention to detail and excellent organizational and analytical skills, and ability to multitask.  
Job Description

The Accountant will be required to:

· Maintaining a Sub-Accountant’s Cash Book to record all payments and receipts; 

· Preparing payments and receipt vouchers and maintains ‘number’ books for same;
· Maintaining registers to record remittances;
· Operating a petty cash imprest and a cash book to record all petty cash payments;
· Supervising preparation of payroll; 

· Maintaining records of PAYE and National Insurance deductions and payments in accordance with British regulations;
· Preparing annual returns of PAYE and National Insurance for local staff;
· Supervising the postage stamp imprest operated by the Registry and holds the main stock of stamps;
· Supervising and certifying the preparation of receipt vouchers for revenue received and maintaining a register of revenue receipts;
· Overseeing the collection and deposit and revenue on a daily basis;
· Preparing monthly financial returns of expenditure and revenue to the respective Ministry in Guyana; 

· Preparing estimates of capital and current expenditure along with revenue estimates and
· Prepare VAT and Duty refund for Petrol and other purchases.
The successful applicant will be:

1. Provided with the full list of duties/responsibilities and on- the- job

training.

2. Offered a contract for a probationary period of six (6) months. Upon successful completion of the probationary period, a one (1)year contract will be offered. 
The position attracts 28 days paid vacation leave, 14 paid sick days, 4% of weekly earnings paid towards the employee pension scheme and the equivalent of one month’s salary at the end of each 12 months contract period.
The compensation package will be commensurate with qualifications and experience.
Interested persons can apply by submitting their applications, detailed CV and a recent passport size photograph to:
High Commissioner

Guyana High Commission

3 Palace Court, Bayswater Road,

London, W2 4LP.

Email to: guyanahclondon@mission.gov.gy 

Deadline for receipt of applications: September 25th, 2024
Applicants must submit proof of qualifications and three reference contacts along with application.

Note: Only suitably qualified applicants will be acknowledged. The High Commission is not bound to make an appointment from among those persons who apply.
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