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DACUM Chart For A Bank Accountant

DACUM Panel

Ahmed Badri Adam
Motor Vehicle Periodic Inspection

Ahmed Nasir Al-Saigh
Saudi American Bank
lyad Ahmed Al-Shiraidah
NADEC
Barkat Fahad Al-Hamwa K

Saudi American bank

Ziyad Ibrahim Al-lbrahimi
Al-Ghafar Co.

Saad Falah Al-Qahtani
SABIC

Abdullah Abdulwahab Al-Nimir
SABIC

Fahad Mohamed Al-Salamah
Al-Safi Dairy Co.

Mohamed Hamad Al-Rashid
Advanced Electronic Co.

Developed by:
Technical and Vocational Training Corporation
(TVTC)

Curriculum Department
Mohamed Mohamoud Mohamed
Lazourdi Group

Mustafa Ashraf Alub Produced for:

Al-Jumaih Co.
Bank Accountant
Hani Fathi Mutwali

Bin Zaqar co.

Yasir Saud Al-Hamid
Al-Marai Co.

DACUM Facilitators

Mr. Abdullah Jawharji

Mr. Mohammed Al-Zahrani

Organizational Structure

Financial Manager

v

Accounts Manager

l Date

Bank Accountant 2 -1423H
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Duties < Tasks >
Al) A2) A3) A4) Ab)
Follow u Follow up the
. P Follow up the execution of all FOIIOW up the FoIIow_up the Follow up the
Execution of amount the items in the opening of execution of correction of
Facilities facilities used agreement by documentary letters of errors
the bank letters of credit guarantee
B1) B2) B3)
Prenge dPayment Issue checks to | Prepare forms for| Issue cashing
raers beneficiaries bank transfers checks
C1 Cc2 C3 C4
Execute ) ) : ) )
Operations Prepare the Deposit checks Prepare the Prepare the

Between the

procedure for

and cash in the

request for

operations for

; opening bank bank account of | between the bank buying and
Establishment agcoun%s the accounts of the | selling foreign
and the Bank establishment establishment currencies

D1) D2) D3) D4)
FOIIO‘_N up the Determine the Get the value of
EstablisTments | valvesnd oeermine e | o poeeh
Investments quality of the Get the profit ¢ deue dafe € theeir?vgstrignt
Activities with the | establishment's rate with the bank
Bank investments with
the bank
El) E2) E3) E4)
Prepare report Prepare a Prepare report on Prepare
Prepare Reports of bank ?ﬁg:)?wianOJ the AMOUNTs to megfgr:]cli(um
statements . be invested
expenditure settlements
F1) F2) F3)
he Participate in Read about new Meet with
Develop Abilities relevant courses | developmentsin | colleagues in the
and seminars the field vocation
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General Knowledge and Skills

Worker Behavior

1. Knowledge of accounting and administration 1. Well-dressed
2. Computer skills 2. Well-mannered
3. Proficiency in English 3. Patient
4. Follow up of developments in accounting 4. Cooperative
principles 5. Trustworthy
5. Knowledge of banking operations 6. Truthful
6. Proficiency in accounting principles 7. Serious
7. Ability to deal with others 8. Intelligent
8. Ability to discover errors 9. Tolerant
9. Skills in filing procedures 10. Precise
10. Calculator skills 11. Accept criticism
11. Ability to understand and determine accounting 12. helpful
and banking terminology 13. Honest
12. Skill in codifying accounts 14. Loyal
13. Managing time and organizing work 15. Keep secrets
14. Knowledge of rules and regulations of the 16. Quick-witted
establishment and other relevant parties 17. Observant
18. Listen well
Trends and Future Concerns Tool, Equipment and Material
1. Ability to use networks to do financial 1. Computer
operations and accounting 2. Printer
2. Study different accounting standards 3. Calculator
3. Ensure the location of the accounting 4. Fax
department in quiet place 5. Modem
4. Employment advancement 6. Telephone
5. Attend specialized training courses 7. Desk
8. Files
9. Filing cabinets
10. Paper folder
11. Calendar
12. Stationery
13. Punch
14. Safe
15. Waste basket
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