
 

 

 

 
 

 
 
 

 

 
JOB AND PERSON SPECIFICATION 

 

DIVISION:    Finance and Accounts Division  

POSITION TITLE:  Cashier  

RESPONSIBLE TO: Manager Finance and Accounts 

SALARY GRADE:    Grade 3 Level 1 - $10,085 p.a. 

POSITION CODE:   ACC/FAD02 
 

Objective:  
The objective of the Finance and Accounts Division is to collect, measure, record and present 

financial activities of the Corporation to the ACC Board of Directors. 

 

Duties and Responsibilities: 

1. Issue receipts for cash and cheque payments from levies, rents, refunds and others. 

2. Ensure all cash and cheques are balanced with receipts issued. 

3. Regularly update levy collection database. 

4. Do filings of receipt batches and levies correspondences. 

5. Prepare daily and monthly levy collection report. 

6. File employers’ correspondences. 

7. Ensure cash are kept safely at all times. 

8. Attend to and assist clients and the general public with their enquiries. 

9. Any other duties as directed by the Manager Finance and Accounts from time to time. 

 

Minimum Requirements: 

1. Minimum of a University Preparatory Year Certificate in Commerce [ESSENTIAL]; 

2. Demonstrate excellent skills in handling cash [ESSENTIAL]; 

3. Good communication skills in English and Samoan both written and oral [ESSENTIAL]; 

4. Good skills in customer service and report writing [ESSENTIAL]; and 

5. Honest, committed, reliable and is willing to be part of the team [HIGHLY DESIRABLE]. 

 

Key Competencies: 

 Sound problem solving capabilities and flexibility of approach 

 Personal competence in the use of computers (in particular Word, Excel, PowerPoint) 

 Ability to maintain high workloads, and meet deadlines within specified time frames 

 Ability to demonstrate strong teamwork and collaboration skills with high personal motivation 

 Good attention to detail 

 Good presentation and interpersonal skills 

 Good organisational and planning skills.  

 

Remuneration for the above position will be based on interview and qualifications but it will not be 

less than $10,000 tala per annum. 

ACCIDENT COMPENSATION CORPORATION 
P.O. BOX 3700, APIA, SAMOA 

Telephone: +685 23100,   Facsimile: +685 23912 

Email: accsamoa@samoaonline.ws 

Website: www.acc.gov.ws 
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