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Job Description

Finance and Admin Assistant – Cambodia			Grade:	5

Directorate: Conservation 	Location: WWT Cambodia’s Office 
Reporting to: Finance and Admin Manager 

Main function of post: To provide and support in administration, accounting and finance functions in the Cambodia Country office and to contribute to high impact performance and success of the office operation. This position will be working directly with Administration & Finance Manager (AFM).

Supervisory responsibilities: None 

Responsibilities of the post
Administration
1. Lead and manage WWT’s documentation system including (but not limited to) list of fixed assets and materials, filing systems, HR records
2. Manage and take care the office supplies/inventories/maintenance to ensure that the office is clean by reviewing the work of the cleaner and organizing
3. Lead the preparation and organization of meetings, workshops, seminars, outreach activities etc.
4. Support WWT’s local partners (e.g. environmental rangers, Community Protected Area committees, Ecotourism teams, etc.) logistically, when required
5. Be responsible for the procurement of equipment and non-technical services, as well as lead the WWT team’s mission arrangements when necessary.
6. Assist the AFM in managing communication channels such as letter in and out, filling system etc. are well prepared and organized.
7. Ensure monthly staff timesheets and vehicle logbook are completed on time and correctly
8. Act as the focal point for the Health and Safety policy and matters
9. 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
Finance
1. Responsible to advise, assist staff and consultants on all issues of allowances, salary advances, travel claims and other financial matters; review payments due for claims and services.
2. Control supporting documents for payments and documents related to Financial Report.
3. Check advance clearance from the project team and ensure that all receipts/invoices are valid with sufficient information and field reports are attached
4. Prepare accounting paper-work and bookkeeping daily/weekly as advised by the AFM
5. Support the AFM during internal audit, external audit, and donor visit
6. Manage the petty cash, top up and expense transaction, as well as reconcile to ensure the sufficient balance for payments and all of supporting documents are valid

Working with Volunteers (no line management responsibility)
To work alongside volunteers encouraging, developing and supporting them in their work for WWT, ensuring that they have a positive volunteering experience.
Health and Safety:
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.
Food safety:
To fully embrace and implement food safety management ensuring that you routinely and rigorously adhere to all aspects.
Sustainability: 
 
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.
Visitors and Supporters:
 
To interact with our visitors and supporters in a positive way, shaping unforgettable experiences and helping them understand and connect to wetlands.
Dealing with personal and financial data:
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: 21st Mar 2025	Amended: N/A

Person Specification
1. Qualifications
Essential: 
· Fresh Graduate Degree in finance or accounting or administration
· Cambodian National only 
Desirable:
· Be able to communicate in English (Both writing and speaking)
2. Experience
Essential: 
· A good level of relevant employment experience with NGOs
· Experience with financial management, accounting and administration operation as a Volunteer or Intern for at least 06 months. 
· Good organisation and interpersonal skills, with ability to function in a multi-cultural environment, working under pressure of deadline,
Desirable: 
· Experience using applications such as Microsoft Word, Excel, and PowerPoint
· Experience using accounting application
3. Managerial & Supervisory
This role does not have line management or supervisory responsibility. 
4. Responsibility
Essential:
· Ensure that all data and information is accurate and up to date at all times
· Provide efficient and professional general administration support 
· Plan schedules and organise own workload on a day to day basis according to priorities
· Ability to work on own initiative as well as supporting the wider team
· Willingness to travel, if required

Levels of Responsibility:
	Type of Responsibility
	Level (£’s)

	Budget Responsibility 
	

	Income
	

	Project Size (normally managed)
	N/A 

	Assets (required for job, exc. buildings)
	$1,000

	Visitors (number per annum)
	N/A 


5. Creative Ability
Essential:
· Ability to be flexible and respond under pressure to fluctuating circumstances
· Organizational and time management skills and a proactive approach to your work
· A high level of accuracy and attention to detail
· Ability to work independently as well as in the team
· Strong motivation for learning about humanitarian and conservation work
Desirable: 
· Ability to manage a diverse workload according to the needs of the team 
6. Contact
Essential:
· Excellent all round interpersonal and communication skills 
· A commitment to excellent customer service 
· Embraces team working and naturally works in an inclusive manner

Desirable: 

· Confidence to deal with a wide range of contacts at all levels within and outside of the organization
· Excellent communication skills via written, spoken and graphical means 

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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