CAPE COAST METROPOLITAN ASSEMBLY
FINANCE DEPARTMENT

SCHEDULE OF DUTIES

Assisting in preparation of Annua atement of the Assembly
e To stand in and handle all responsibilities of Fauziya Mohammed in her absence.

e Supervising the work of all revenue staff of the Assembly and report same to Finance
Officer.

e Any Other duties to be assigned by the Finance Officer



MR. PRINCE KWABENA NKEBI -(ACCOUNTANT)

e In charge of District Assembly Common Fund Accounts
e In charge of MP Common Fund Accounts (North and South)

In charge of Person’s with Disak el (s

R nditure cash book
2 very week

Preparing of Revenue Cash DO
¢ In charge of Value Books
e Preparing Accounts Receivable (Revenue) Entries Using GIFMIS
e Handling Cashiering duties with respect to IGF Revenues received
e In Charge of M-SHAP Accounts
e To stand in and handle all responsibilities of Madam Leticia Baidoo in her absence



e Any other responsibilities to be assigned by the Finance Officer.

MR. ROBERT DZAKAH DOSA (ACCOUNTS OFFICER)

In Charge of preparation of all IGF
In charge of Statutory Pz

payment Vouchers using GIFMIS




