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Job Description




Finance and Administration Manager (Cambodia)	


Directorate: Conservation	Location: Cambodia – based in Phnom Penh with periods in the field

Reporting to: Country Manager (Cambodia) 	
Main function of post: The position holder will play a crucial role to ensure that WWT’s Administrative and Financial procedures are in support of the Conservation team. This role will be the contact to WWT-UK’s Support team (Finance, Admin and HR units) and in collaboration with them will lead the establishment of all required administrative and financial systems and procedures and will lead the implementation of those systems. 
Supervisory responsibilities: assisting with the oversight of partner staff as and when appropriate. 

[bookmark: _GoBack]Responsibilities of the post
A) Administration Function 
· Lead and oversee all administrative support required to ensure the smooth and effective implementation of WWT’s activities.
· Lead, the implementation, and where necessary, support the development, of WWT’s administrative and Human Resources management policies and procedures. 
· Establish and manage WWT’s documentation system including (but not limited to) equipment inventories, filing system, Human Resources records, etc.
· Support WWT-UK’s ‘People’ team in managing relevant issues related to WWT-Cambodia’s personnel. 
· Develop internal and external technical administrative reports.  
· Manage WWT’s country office in Cambodia and ensure their environments are suitable for the team. 
· Act as the focal point for the Health and Safety component. 
· Support WWT’s local partners (e.g. environmental rangers, Community Protected Area committees, Ecotourism teams, etc.) logistically, when required. 
· Serve as the focal communication point between WWT and other legal entities in Cambodia (e.g. government, companies, NGOs) for all administrative issues. 
· Responsible for the procurement of equipment and non-technical services, as well as leading the WWT team’s mission arrangements when necessary. 
· Advising WWT to ensure the compliance of its activities and contracts with Cambodian law. 
· Lead the preparation and organization of meetings, workshops, seminars, outreach activities etc.
· Ensure daily administrative and secretarial support to the team, including daily correspondences, maintenance of filing system, printing and photocopying, updating official travel and leave plan, visitor’s list and event list.
· Support WWT’s volunteers in implementing their assignments and ensure their health and safety. 
· Ensuring monthly staff timesheets are completed on time and correctly.
B) Financial Management
Lead and oversee the Financial Management component of WWT Cambodia including:
· Lead the establishment of a Financial Management (policies and procedures) system for Cambodia, in collaboration with the WWT-UK’s Finance team. 
· Manage a comprehensive financial recording, monitoring and reporting system to record and reconcile expenditures, balances, payments, statements and other data for day-to-day transactions and reports.
· Ensure the adherence of WWT’s Financial Management with Cambodia’s law and WWT’s policies including all issues related to taxation, ACAR and other legal liabilities. 
· Assist Country Manager in monitoring and managing project budgets and other expenses e.g., expenditure, salaries, incomes.
· Manage WWT’s bank account, petty cash and financial transactions. 
· Proper control of the supporting documents for payments and financial reports.
· Advise and assist staff and consultants on all issues of allowances, salary advances, travel claims and other financial matters; review payments due for claims and services.
· Support the technical team in preparing detailed cost estimates and participate in budget analysis and projections as required.
· Support the Country Manager and WWT-UK in preparing financial reports to the donors as required. 
· Support and provide general advice to WWT’s local community partners (Community Protected Area committees, ecotourism teams, etc.) in managing their financial systems. 
· Active support to resource mobilization, partnerships and networking issues.
C) General task
1. To be responsible for working within the WWT health and safety policy and guidelines ensuring that the health, safety and wellbeing of yourself and others is an integral part of how you work.

2. To be responsible for engaging with the WWT Sustainability Statement, being aware of negative environmental impacts and incorporating sustainable ways of working within your role.
 
3. To ensure that in the course of your work you adhere to the WWT Data Protection policy and standards. 
In addition to the duties and responsibilities listed, the post holder is required to perform any other reasonable duties that may be assigned by the supervisor shown above, from time to time.
Date raised:	Amended: 

Person Specification
1. Qualifications
Essential: 
· Bachelor degree in Business Administration, Finance, Accounting, Management or equivalent experience. 
· Strong English and Khmer communication skills (both writing and speaking). 
Desirable:
· Training certificate in accounting software
2. Experience
Essential: 
· Significant work experience in managing finance and administration operations and reporting functions. 
· Demonstrable proficiency with Microsoft Word, Excel, PowerPoint, and accounting tools. 
· A knowledge of Cambodia’s NGO and corporate law and other financial law and regulations. 
Desirable: 
· Experience working as an accountant in Cambodia’s NGO and corporate law and other financial law and regulations. 
3. Managerial & Supervisory
Essential: 
· Highly organised, detail-oriented, and professional.
· Strong team-working, pro-activeness, and problem-solving attitudes. 
· Efficient communication skills.
· Ability to liaise with government officials.
4. Responsibility
Essential:
· The ability to successfully perform the job functions with a limited degree of supervision.
· Highly self-reliant. Capacity, ability, desire and discipline to work independently and deliver assignments on time. 
Levels of Responsibility:
	Type of Responsibility
	Level (£’s)

	Project Size (normally managed)
	Large

	Expenditure management per year
	$400,000



General Notes
This position will from time to time require work during some evenings, weekends and public holidays to meet the needs of the post. 
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