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Vacancy at Rural Education and Development [READ] Bhutan

Thimphu, Bhutan

Position: Finance and Administration Officer
Position description

The position will be based in Thimphu at the READ Bhutan head office. The Finance & Administration Officer will be responsible for the performance of a variety of duties categorized by either financial or administrative support. This role will involve maintaining oversight of income, cash flows, accounting, budgets and financial practices across the organization. You will work closely with the program team guided by the Country Manager to ensure that high quality operational and project budgets are developed and managed with close tracking of expenses against budgeted amounts. Provide financial data and oversight to assist the Country Manager in decision making, producing user friendly financial reports and providing assistance in fundraising and proposal development from the financial perspective. Administrative responsibilities include file management, drafting correspondence for all administrative work, and ensuring supplies to the office are managed and maintained. You will also be required to travel to READ Centers annually to provide financial and administrative support to Center Coordinators in book keeping and recording. 

The Finance and Admin Officer will be liable to follow the organization policies and procedures. 

Finance and Accounting responsibilities:
· Accountable for overall management of the financial systems including preparation of the annual operating budget with  substantive input from the Country Manager

· Manage all accounting activities in QuickBooks following organizational guidelines in an accurate and timely manner; 

· Prepare and review monthly and annual financial  

· Collaborate with the Country Manager and the program team on the strategic planning and annual country office budgeting process

· Ensure that READ Bhutan complies with its statutory obligations in Bhutan 

· Develop and maintain systems, procedures, and controls to provide accountability, compliance, and efficiency of the organization's finances

· Collaborate with program staff to prepare proposal budgets, and reporting on existing projects budget vs. actual performance and tracking spending against budget fluctuation restrictions
· Carry out all taxation related work

· Assist with internal and external audits

· Participate in READ regional finance meetings and continued training opportunities

· Calculate costs of materials, overhead and other expenses based on estimates, quotations, and price lists 

· Support the Country Manager with budget management and analysis of spending
· Stay current with all regulations, practices, tax laws, reporting requirements and related financial trends 

· Compile budget data and documents based on estimated revenues and expenses and previous budgets 

· Other duties as assigned

Administration responsibilities:
· Supervise all administrative functions of the office including human resources; policies, procedures, and record keeping; and information technology systems 

· Administrative responsibilities include file management; correspondence drafting, funding program support, and ensuring supplies to the office are managed and maintained. 

· Develop and maintain administrative systems and perform related tasks 

· Assist the Country Manager in reviewing proposal contract/grant legal and compliance terms

· Lead and direct the procurement process including vendor selection and financing terms, and management of READ Bhutan asset tracking

· Lead organization of office supply management and inventory controls 

· Provide financial and administrative support to READ Center Coordinators in basic book keeping and record for which you will be required to travel to READ Centers

· Other duties as assigned

Qualification:

· A minimum of Bachelors Degree 
· Five year of  professional experience in the Finance and Administration sector preferred. 

· Familiarity with Quickbooks is required

· Strong verbal and written communication skills in Dzongkha and English

Interested candidates may submit their Cover letter and CV addressed to The Country Manager, READ Bhutan with at least two referees by July 10th, 2019 to kezang@readbhutan.org. Only shortlisted candidates will be contacted. 

For detailed ToR, kindly email at tashi@readbhutan.org or kezang@readbhutan.org. 
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