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Trusted Equipment Solutions




VACANCY


-
Rental Controller – Rental Company JHB

COMMENCEMENT 
-
ASAP
The above mentioned vacancy will consist of the following job duties:-

· Purchase Orders and Creditors
· Raising orders on MCS
· Pairing  of Purchase orders with correct invoices from supplier
· Processing invoices for payment

· Contracts
· Ensure that all contracts are captured on the MCS system accurately 
and timeously
· Ensure that no machine leaves the premises without the relevant 
documents
· Sourcing outside transport if driver isn’t available

Off hires
· Ensure that all machines are collected and off hired on the correct date
· Ensure that all the information on the system is correct before you off hire a machine

· Invoice run
· Dummy run to be done around the 22nd of each month and give to manager to authorise
· Invoice run to be done around the 25th 

· Analyzer
· Ensure that the ‘’Stock take list’’ is updated daily
· Ensure the manual stock take ties up with MCS

Experience & Qualifications Required:-

· Matric

· Computer Literate
All applications (complete CV) must be submitted to Ntombi Nkgothwe by no later than close of business on 30 December 2011.

Email: nnkgothwe@goscor.co.za
