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Telegrams.:  “SECOMS"







     CIVIL SERVICE COMMISSION
Telephone:    2404 2601/2







     P.O. Box 158

      2404 9051/4







     Interministerial Building
Fax:
      2404 9053






                        Mbabane











     eSwatini






Vacancy
DATA CAPTURER
Applications are invited from qualified candidates for appointment to the above posts in the Civil Service tenable in the Treasury and Stores Department.

QUALIFICATIONS AND SKILLS
The candidate must have the following qualifications.

· O’Level Certificate or equivalent
· Diploma in Business Studies/ICT or Computer Science.

· Strong communication skills, both written and verbal.

· Proficiency in accounting software.

DUTIES/ RESPONSIBILITIES
· To accurately input transactions, invoices, receipts and other relevant documents into the accounting software.
· To ensure timely and precise data entry to maintain up-to-date financial records.

· To review and verify data for accuracy and completeness before entry.
· To identify and correct discrepancies in financial data.

· To organise and maintain physical and electronic financial records, ensuring easy retrieval and compliance with Government Policies.

· To assist in the archiving of old records as needed.

· To support the accounting team in preparing for audits by providing necessary documentation and data.

· To work closely with the accountants and other team members to ensure smooth workflow and communication.
· To perform any other official duties that may be assigned by the immediate Supervisor and/ or Head of Department. 

SALARY
The basic salary is on Grade B4: E100, 894 rising to E113, 557 per annum.
APPLICATION PROCESS

Hand deliver your application letter together with your Curriculum Vitae, ID and certified copies of ID, Form 5 Tertiary Certificates to the Executive Secretary Office No 4, Civil Service Commission.  Foreign qualifications must be verified by the Eswatini Qualifications Authority (Education).  Candidates who do not process the above qualifications should not apply as their applications will not be considered.

NB:

If you do not receive a response in a month’s time, it would mean that your application was not successful.

CLOSING DATE:
28TH JANUARY, 2025
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