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Simplify Nelspruit is a company who strives to be the most distinguishable vehicle & truck rental company through simplifying every travel experience. Our branch in Nelspruit requires a suitable candidate for the position of Administration clerk
   
Duties / Responsibilities:
· Accurately capturing of invoices in the accounting system in order to effect payment on time and accurately to Creditors;
· Prepare payment of invoices;
· Accurately capturing of invoices to internal and external customers;
· Following up on payments due;
· Bank processing
· Accurately prepare daily and monthly reconciliations;
· Ensure that all policies and procedures are adhered to at all times;
· General administration and filing.

Requirements:
· Matric Certificate with Maths and Accounting as subjects;
· Advanced Computer Literacy;
· MS Excel, MS Word and MS Outlook; 
· Strong communication skills;
· Minimum 2 years’ experience in a similar position.
· Accuracy and attention to detail
· Candidate must be willing to learn and develop new skills 
· Ability to work productively in a high pressure environment
· Manages time effectively and sets clearly defined objectives

E-mail a comprehensive CV to the Financial Manager, Ellen Combrinck at Ellen@simplify.za.com 

If you have not been contacted within 2 weeks of the closing date, please consider your application as unsuccessful.

Closing date:  19 January 2026
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