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'TREASURY DEPARTMENT - REPORT BY NATHAN MARCUS SPECIAL REPRESENTATIVE

OF THE TREASURER GENERAL - 6TH DECEMBER, 1982

 

POWERS 11m FUNCTIONS:
REGIONAL msum-s OFFICE
REGIONAL TREASURER

   

II addition to Clause 3 items 1/31 as set forth in the Structures for

the Regional Treasury Offices, the Resignal Treasurer shall be

responsible for:- h

a) The administration of the Treasury foices and the establishment
ef-the daily routine of all office staff ensuring that all tasks
are expeditiously and eonpetently carried out.

b) The establishment of proper systems of accountability in r aspect
of all sections under Treasure control. Such records must be
subject to constant checks in order to eliminate nisfeasance}

r. abuse of the organisation's funds and property, theft etc.
e) To ensure at all times that projects are economically viable and

are not a financial burden on the organisation. ,
d) To conduct the financial affairs in a responsible manner, in as

far as possible to eliminate waste and unpreduetive expenditure.
A e) 10 prepare a neatly statement of Account within seven (7) days of

the end of each month,reflect1ng receipts and payments from the
books for consideration by the Directorate.

f) the Regional ?reaaurer is respeneible for the safe keeping of all
the property, novable and immovable belonging to the organisation;'
To make a nonthly survey to ensure that all property is securely
housed.

;) A11 paynente of whatever nature must be autherieed by the Regional
Treasurer.

h) To conduct periodic checks to ehsure that the actual funds in hand
are in agreement with the books of account.

1) To check that :11 tasks assigned to the Treasurer's Office Staff
are implemented.
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TREASURER'S OFFICE: JOB DESCRIPTION 6/12/82

0 A s n I E R

THANDI"
T&aka as follows:

DAILY:

a) To receive all monies, issue receipts therefor giving full

details and nature or the monies received and record the suit

11 the daily Cash Book.

3) Pry :11 ucecnnts, expenses ete., provided piynent hug boen_proper1y

authorised, and the price and correctness checked.

9) Control and Responsibility of Gash Float.
d) Roeord all receipts and payments on a Daily Sunnary Sheet,

0) Verify Gash by Actual Count at the end of Each Day
I) P119 :11 vouchers in support of :11 3921.: received and payments

lads in a. nanner easily accessible at all tines.

3) Assist in preparation of Wises every 2nd week,

h) B. a part.o£ the team that pays out the wages on site
1) Advance loans etc., provided that those havd been properly

7.3uthorised and to koep'oorrect records of such loans

,1) Check the eorrectnesa of all monthly statements of aoeunts
fro: projects and verify the nature or all expenses before

roilbnrsing such monies as may be necessary tron tine to tile.

k) Scourity Control of Gash '

1) lot to leave the Office unattended
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gnmsuamn's OFFICE JOB DESCRIPTIONS com

w A G E. ' ,C L E R K

EEADMAK:
 

‘Tasks as fellows:

1) Prapare the wages both for the fortnightly payment and
lonthly paynenta for all projects ,

2) Analyse all wages into the apprepriate projects account

3) Prepare all information required for the nenthly returns
of all national Contributions

4) Attend to all questions relative to wages and.the preblens
as they nay arise from tine to tine

5) Pay out all Hagen on site with cenradeu lacGregor and Thandi
Both weekly and monthly.
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TREASURER'S OFFICE -"JOB DESCRIPTIONS (com)

TELEPHONISTZSTATIONERY CLERK

 

NOHKULULEKO

 .Tasks as fellowsi

1) Lttehd to the Switchboard - this should not be left unattended

at any tine

2) Keep a record of 311 usage at Duplicating Machine

3) Keep a record of all uaage‘of Photoatat Hhohine

For Items 2 and 3 a voucher should be completed

by the user éhowing the department for which it 19

being used and the nnnber of copies nude

4) Stationery Control

This would entail the stock control of all'atationery

and the issuing of supplies. Ho supplies should be issued

fiithont a requisition torn stating the us. there at and for

which department. ' ‘
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TREASURER'S OFFICE »' f JOB DESCRIPTIons (comm)

ACCOU nws chER x

NOHOSWAZI
 

Tasks ae fellows:

1) Keep Cash books refeloting nonies reeeived and deposited and

.0319: paid out as per cheque book for the different Banking A(Bounte

. 2) Check Bank Statements at the end of every loath

3) Post 311 itene to their respective accounts at the end of each month

4) Post .11 aeeeunts from the weekly receipts and payments accounts

as well as from the recerdE'subnitted from all projects

5) Extract a nonthly Trial Balence fer the purpose of preparing a

Ienthly Payments and Receipts Account

6) Filing of all correspondence etc.

7) Assist the Treasurer wherever required
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TREASURER'S OFFICE- JOB DESCRIPTIONS (CONT)

A C G 0 U N T S C L E R K

HACGREGOR
 

Tasks as fellows: .
1) check all accounts presented for peynent and verify that:-

a) The accounts are authentic
b) That the goods have been duly received-and signed far
6) That the arithmetical accuracy of the invoices have been

verified both regards to price and exteneiens

Q) That payment has been duly authorised by the Treasure:
9) Check all entries as reflected on the deily Inmnary

peynenta schedule ,
2) Sunnfirise onto a weekly receipts and payments Iehednle all

daily records of monies received and payments nede. This
should be done each Henday

‘ 3) Assist with preparation of Vegas eveny 2nd week AND payment thereéf on site
4) Analyse the wage payments into the varieus prudent: Utery 2nd

week .

‘5) Assist in Stores/Transport/Legiatics etc recerding as necessary
6) Collect monies from Bank in respect of Wage payments
7) Deposit neniee at Bank from tine to tile

SPECIAL NOTE

FOR SECURITY REASONS TWO PERSONS SHOULD ATTEND TO THE COLLECTION OF
HOHIES FROH TEE BARK WHEN LARGE SUNS ARE DRAWN FOR THE PAYMENT OF WAGES
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IREASURY OFFICE POWERS AND FUNCTIONS (comm) 6TH DECEMBER, 1982 (conw)

W

JOB DEscniPTIo

THANDI - GASEIR

>MACGREGOR - ACCOUNTS CLERK

HOHOSWAZI - ACCOUMS CLERK

EEADMAN - WAGE CLERK

HOHKULULEKO - TELEPHONIST/ STATIONERY CLERK
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