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Job description 
ACCOUNTANT (URGENT) 

 
Established since 2006 Bodia has started its activities by opening sheltering cocoon Spas in Siem 
Reap and Phnom Penh offering an authentic vision of relaxation in a modern designed Spa 
(www.bodia-spa.com). In order to guaranty the quality of its treatment, Bodia has created its own 
line of natural products made in Cambodia under the brand Bodia Cambodian Apothecary that 
promotes the traditional know-hows and uses local resources (www.bodia.com). 
 
Nowadays, Bodia is a network of 7 Spas in Cambodia (4 locations in Phnom Penh & 3 locations in 
Siem Reap) dispensing quality treatments and offering therapist training to other spas, hotels and 
extending its services to franchise opening. Bodia products are made in our factory located in 
Phnom Penh and distributed in all official Bodia Spas and Stores, through a network of 50 local 
distributors and 1 online shop.  
 
BODIA is seeking for potential and talented candidate for a position ACCOUNTANT. 
 
Duration: Initial contract length is 1 year 
Location: Bodia head office - Phnom Penh 
 
Main contacts & team: 
The Accountant will report and cooperate daily with: 
 Chief Account 
 Bodia General Manager 

 
Roles/Job Purposes 

The Accountant at BODIA:  

 Preparing Purchase Request, Payment Vouchers, Advance Request, so on… 
 Ensure the timely & accurately of all transactions recorded into accounting system  
 Cooperate and support to others department related to expenses, plan and reports.   

Key Duties & Responsibilities 

 Ensure that all transactions are herewith the supporting documents and follow to the 
accounting policy.  

 Update cash and cash equivalent on daily basis, and ensure that petty cash of Bodia 
SPA(s) are well managed timely and accurately at the end of the day. 

 In charge of one/two assistants/Cashiers to ensure well organization 
 Timely working environment 
 Check, control daily tasks of assistant/Cashier 
 Supervise and support Assistant to ensure the accuracy of transaction recorded into 

system, AR, and collection. 
 Cooperate and support to sales and operation department related to expenses, plan and 

reports. 
 Provides good working environment with other department such as operation, 
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production, sales, stocks department to ensure that your daily activities are running 
smooth. 

 Follow and respect to head department, and business unit manager in order to 
comply their good advice with your daily job. 
   

Company Image 

- Keep confidential all company information 

- May not use any company images for the personal benefits.  

Skill Required 

 

 BBA in field of accounting, auditing, or other related field. 
 At least 2-year of accounting experience 
 Sound knowledge of accounting and finance, systems (QuickBooks and other 

applications), policies, business processes, internal control. 
 Excellent English skills 
 Self-confident, hardworking, self-motivated, honesty, loyalty, and good team player  

Benefit Package 
 Basic gross salary: $350 to $500 (Based on experience) 
 Benefit (phone &petrol) 
 Yearly salary revising on evaluation 
 Insurance 
 Annual Leave, Public Holiday, Day Off, Sick Leave, Maternity Leave compliance per 

Cambodian Labor Law 
 

 
Contact Information:  
Interested candidates are requested to submit CV together with recent colour photo (4 x 6), a cover 
letter through HR office:  
 Tel: 098 589 742 (telegram) 
 Email: hr@bodia.com  
 Address: BODIA#26, corner Sothearos Blvd and Street 178, above U-Care Pharmacy, 

Phnom Penh. 
 


