FAUNA & FLORA INTERNATIONAL 

Established in 1903, the global mission of Fauna and Flora International is to conserve threatened species and ecosystems world-wide, choosing solutions that are sustainable, are based on sound science and take account of human needs.  FFI’s strategy to achieve this mission is to work with in-country organisations at all levels to support them in identifying and implementing country-led sustainable solutions. 

FFI-Vietnam Programme is now seeking for a Community Facilitator to work in Kon Tum
Terms of Reference

Position title:

Finance and Administrative Officer

Report to: 


National Project Manager

Location:


Based in Kon Tum province
Duration of Contract:
Two and a half years

Probation:


Three months

Background

As part of efforts to support the country’s commitment to mitigate climate change, improved livelihoods and conserve forest and biodiversity, FFI is implementing EU funded programme entitled “Developing community carbon pools for Reduced Emissions from Deforestation and Forest Degradation, plus enhancing forest carbon stocks (REDD+) projects in selected ASEAN countries”.
In Vietnam, the Community Carbon Pool Project is located in Kon Plong District, Kon Tum Province.
Main Duties

Primary task is to provide full administrative and financial support to the Kon Tum EU-REDD Community Carbon Pool Project office. Duties include:

· Undertake the management of the EU-REDD cash book system in relation to the Kon Tum EU-REDD offices;

· Ensure finances are accounted for in a timely fashion with the FFI Finance Manager in Hanoi as well as with the EU-REDD Project Manager.  

· Maintain full records of all contracts for counterparts and staff, service agencies, purchase agreements and implementation agencies;

· Maintain project staff timesheet, holiday and TOIL (Time off in Lieu) records and reconcile on a monthly basis with the Administration staff in FFI Vietnam, Hanoi.  

· Prepare budgets for workshops, trainings, construction and other project activities and ensure appropriate reconciliation of advances to staff, project partners and other agencies; 

· Collect appropriate quotations for equipment and service purchases;

· Maintain the stationery store in Kon Tum EU-REDD and ensure that equipment is in good working order;

· Liaison with government departments for permissions, authority for field activities, workshops, meetings and training activities;

· Supervise the project officers to ensure appropriate maintenance of project vehicles so that safety is a foremost concern;

· Make arrangements for Kon Tum staff travel, and if appropriate other EU-REDD staff and partners;

· Maintain Kon Tum office filing system – including back-ups of all material in ‘soft’ copy.

· Undertake, if no other translator available, office and field based translation for EU-REDD staff;

· To help train Kon Tum staff and partners in good financial and administrative management to ensure the smooth running of the project;

· Undertake administrative and liaison duties as required by the EU-REDD Project Manager within the capacity of the job holder that may develop during the period of employment.  

Requirements

1) Hold a degree of Bachelor in Accountancy

2) At least 01 years working experiences specially in NGO projects

3) A demonstrated commitment to basic level of English 

Application Process

Applications, consisting of a covering letter, a full CV in English or Vietnamese and contact details for two referees (who will not be approached without your permission), should be submitted to National Project Manager either electronically at liem.thanh.dang@fauna-flora.org or by post to: FFI Vietnam Programme Office at: 340 Nghi Tam, Tay Ho, Ha Noi; Tel: 04.37194117. 

The closing date for applications is 25 August 2011. Candidates selected for interview will be contacted by email or telephone – please specify your preferred method of contact in your covering letter.    

Regrettably, due to limited resources and the high number of applications we receive, we are only able to contact short-listed candidates.  If you do not hear from us within one week of the closing date, please assume that you have not been successful on this occasion.
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