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APPLICATION FORM: 
BOOKKEEPER (TO TRIAL BALANCE)
Please answer all questions, sign the declaration and return the document via email (ian@assuredbookkeeping.co.za) or fax (086 599 4238).
COMPLETING THIS FORM ELECTRONICALLY: 

· Enter your responses in the grey boxes. 
· Click on a grey box to activate it or use the tab key to move between boxes. 
· Boxes will automatically increase in length as you type in them. 
· For questions with a choice of answers, click on the relevant box to mark your selection with an X. To change your selection, click on the box again to deselect it.
	PERSONAL Information

	Surname:      
	First Name:      
	ID Number (passport if no ID): 

	Daytime Phone Number: 
	E-mail:      

	South African citizen?
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 

	If ‘No’, got permit to work in South Africa?      YES  FORMCHECKBOX 
      NO  FORMCHECKBOX 


	Any health issues that we should be aware of?
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 

	If ‘YES’, please give details: 


	Criminal record?
	YES  FORMCHECKBOX 

	NO  FORMCHECKBOX 

	If ‘YES’, please give details: 

	Reason for leaving current employer (or previous employer if currently not employed): 


	Salary expectation (gross amount): R
	

	Current notice period:      

	Why do you want to work for Assured Bookkeeping? 

	Why should we choose you? 


	Valid S.A. driving licence & own transport that you’d be willing to use for work purposes?     YES   FORMCHECKBOX 
   
NO   FORMCHECKBOX 


	

	EMPLOYMENT References (only complete if NOT listed on your cv)

	Name: 
	Relationship (e.g. Manager): 

	Company: 
	Phone No: 

	Name: 
	Relationship (e.g. Manager): 

	Company: 
	Phone No: 

	Name: 
	Relationship (e.g. Manager): 

	Company: 
	Phone No: 


	BOOKKEEPING & PAYROLL SKILLS

	PASTEL EXPRESS or PASTEL PARTNER
	Poor
	Fair
	Good
	Excellent

	Setting up a new company
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up general ledger accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up debtor accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up creditor accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up cash books
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing cash books
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bank reconciliations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing debtor invoices and statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing creditor invoices
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creditor reconciliations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Generating reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing journals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Backing-up and restoring company files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	QUICKBOOKS
	Poor
	Fair
	Good
	Excellent

	Setting up a new company
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up general ledger accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up debtor accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up creditor accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up bank accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing bank accounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bank reconciliations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing debtor invoices and statements
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing creditor  invoices
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Creditor reconciliations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Generating reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing journals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Backing-up and restoring company files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MANAGEMENT ACCOUNTS
	Poor
	Fair
	Good
	Excellent

	Preparing of income statement from Pastel/QuickBooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Preparing balance sheet from Pastel/QuickBooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Preparing debtors’ age analysis from Pastel/QuickBooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Preparing creditors’ age analysis from Pastel/QuickBooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Preparing narrative on the above reports
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	VAT
	Poor
	Fair
	Good
	Excellent

	Understanding of exempt suppliers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of zero-rated suppliers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of diesel rebate system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of how to treat bad debts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding invoice-based –v- payment-based VAT calculations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SARS & DEPT. OF LABOUR REGISTRATIONS
	Poor
	Fair
	Good
	Excellent

	PAYE registrations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Compulsory VAT registrations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Voluntary VAT registrations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Income tax registrations for individuals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Business income tax registrations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	U-filing registrations & submissions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OID registrations & submissions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SARS E-FILING
	Poor
	Fair
	Good
	Excellent

	Setting-up of eFiling profile
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Requesting tax types
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up banking details
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Submitting & paying EMP201s
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Submitting & paying VAT201s
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Submitting & paying Income Tax returns 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Submitting & paying Provisional Tax returns
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PASTEL PAYROLL
	Poor
	Fair
	Good
	Excellent

	Setting up a company
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up employee master files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Setting up cost centres
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing weekly/fortnightly/monthly salaries, including all deductions, company contributions & fringe benefits
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Running payroll
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Rolling over to new period
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Running year-end
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Processing EMP501 / IRP5s from payroll into easyfile
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Backing-up and restoring company files
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IRP5s and EMP501s

	Poor
	Fair
	Good
	Excellent

	Understanding of source codes & manual capturing of IRP5s & IT3A certificates
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Capturing & reconciling of EMP501
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PAYROLL TAXATION & STATUTORY LAW
	Poor
	Fair
	Good
	Excellent

	Understanding of Basic Conditions of Employment Act
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of fringe benefit taxation and law
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of Skills Development Levy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of Unemployment Insurance Fund
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Understanding of income tax as it is applied to PAYE calculations for individuals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	DECLARATION

	I understand that the information contained in this document forms part of my application and I verify that, to the best of my knowledge, it is accurate and complete. I understand that if my application leads to employment, any false or misleading information in either my application or interview may result in my immediate release.

	Signature: 






Date:






Please answer all questions, sign the declaration and return the document via email (ian@assuredbookkeeping.co.za) or fax (086 599 4238).
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