TERM OF REFERENCE
Project Accountant

The Project Accountant will work for CPMU in Hanoi. The incumbents have the following

tasks:
(i)

(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

(ix)

(xi)
(xii)
(xiii)
(xiv)
(xv)
(xvi)
(xvii)
(xviii)

(xix)
(xx)

(xxi)

(xxii)

(xxiii)

(xxiv)

Participate in preparing annual and quarterly work-plan for the project;
Prepare quarterly advance requests to get advance funds from Viet Nam and
ADB in the format applicable;

Assist National Project Director (NPD) in the Project’s budget monitoring and
project budget revision;

Set up accounting system, including reporting forms and filling system for the
project, in accordance with the Project document;

Maintain petty cash transactions. This includes writing of receipts, preparation
of payment request form, receipt and disbursement of cash and clearance of
advances;

Prepare cheques and other work as required with the bank;

Prepare the Project’s financial reports (annual and quarterly) and submit to
NPD for clearance and furnish to ADB as required;

Reconcile all balance sheet accounts and keep a file of all completed
reconciliation;

Check and ensure that all expenditures of projects are in accordance with Viet
Nam and ADB procedures. This includes ensuring receipts to be obtained for
all payments;

Check budget lines to ensure that all transactions are booked to the correct
budget lines;

Ensure documentation relating to payments are duly approved by the NPD;
Bringing any actual or potential problems to the attention of the NPD;

Follow up bank transfers. This includes preparing the bank transfer requests,
submitting them to the bank and keeping track of the transfers;

Ensure Petty Cash to be reviewed and updated ensuring that there is up-to-
date records;

To continuously improve system & procedures to enhance internal controls to
satisfy audit requirements;

Bank statements should be collected from the banks on the 2nd working day
of each month;

Bank accounts should be reconciled and reported on or before 3rd of each
month;

Prepare monthly bank reconciliation statement, including computation of
interests gained to be included into reports;

Maintain the inventory file to support purchases of all equipment/assets;
Support to procurement of the accounting software package for overall Project
and provide technical support for assisting the project financial staff in PPMUs
and DPIUs to use it for undertaking a comprehensive accounting and project
implementing management;

Manage the project implementation in CPMU including contract management;
disbursement management, etc.;

Control the Imprest Account assigned to the CPMU. This includes payments
from the account, disbursements from ADB, reconciliation with the service
bank;

Monitor and supervise the financial and accounting works of the PPMUs and
DPIUs. This includes guideline, training and consolidation of reports, focal
point for problem resolving;

Finalize reporting formats and reporting timing for overall project;



(xxv)

(xxvi)

(xxvii)

Review and consolidate the account and records of the PPMUs and submit to
ADB and the other relevant government agencies monthly/quarterly and
annually;

Cause the detailed consolidated project accounts to be audited in accordance
with international standards on auditing by an auditor acceptable to ADB; and
Undertake other relevant matters assigned by the NPD.

Qualifications as follows:

University degree in Accounting, Finance or related fields;

Minimum 3 years experience in finance and/or, accounting;

Strong organizational skills and understanding of administrative procedures;
Strong financial skills and understanding of accounting procedures;
Demonstrated ability to work in a multicultural environment, and establish
harmonious and effective working relationships, both within and outside the
organization.

Advanced computer skills (Word; Excel; Outlook Express; PowerPoint; etc.);
Ability to communicate effectively with people from different backgrounds;
Good English command; and

Knowledge of ADB project’s procedures would be an asset.



BIEU KHOAN THAM CHIEU CONG VIEC
KE TOAN DU AN
Ké toan cGa Dy an sé lam viéc cho Ban quan Iy dw an Trung wong (CPMU) tai Ha Noi. Ké
toan c6 nhiém vu sau:

(i) Tham gia xay dwng ké hoach quy va ké hoach hang nam cla dv an;

(ii) Chuén bj dé nghi tam ung hang quy d& nhan ngudn tién tam &ng t Viét Nam
va ADB theo mau c6 thé ap dung;

(iii) Hb tro Giam déc Dy an trong viéc theo dbi ngan sach va diéu chinh ngan
sach cta Dv an;

(iv) Xay dyng hé thdng ké toan bao gf“)m cac mau bao céo va hé théng lwu triv
cho dy an, phu hop véi Van kién dw an

(v) Tién hanh cac glao dich tién mat gdm V|et bién lai, chuan bj mau dé nghi
thanh toan; nhan va giai ngan tién mat; quyét toan tam ing;

(vi) Chuén bj phiéu chi va gidy t& khac theo yéu cau cla ngan hang;

(vii) Chuén bi b&o céo tai chinh ctia Dy an (nam va quy) gt cho Giam dbc dy an
aé thong qua va nop cho ADB khi cé yéu cau;

(viii) DPbi chiéu lai tAt ca tai khoan chi trong bang can déi va lwu hd so cac dbi
chiéu da hoan thién;

(ix) Kiém tra va ddm bao tat c& cac khoan chi cGa dw an phu hop véi quy trinh
cla Viét Nam va ADB. Bam bao cac khoan thanh toan déu co bién lai/hda
don;

(x) Kiém tra dong ngan sach dé dadm bao rang tat ca cac giao dich dwoc ghi
chép theo dong ngan sach hop é;

(xi) Dam bao cac hd so thanh toan hop & dwoc Giam dbc dw an théng qua;

(xii) B&o céo cac van dé thuc t& hodc phat sinh dé Giam déc du an lwu y;

(xiii) Theo ddi viéc chuyén tién kho bac gdbm chuén bi cac dé nghi chuyén tién
ngan hang, mang ra ngan hang va lwu gitr sao ké;

(xiv) Dam bao cac khoan chi nhé dwgc xem xét va cap nhap trong bao cao
thuwdng xuyén;

(xv) Lién tuc cai thién hé thdng tha tuc dé ting cwong kiém soat ndi bd nham dap
&ng yéu cau kiém toan;

(xvi) Can thu thap sd phu ngan hang tlr ngan hang vao ngay lam viéc th(r 2 hang
thang;

(xvii) CAc tai khodn ngan hang can phai dwoc can ddi va bao céo vao ngay hoac
trwde ngay 3 hang thang;

(xviii) Chuén bi bang dbi chiéu ngan hang hang thang bao gém ca viéc tinh toan
cac khoan lai sé dwoc dwa vao bao cao;

(xix) Duy tri hd so kiém ké thiét bj d& hé tro viec mua sdm tat ca cac thiét bi/tai
san;

(xx) Hé tro mua s&m goi phan mém ké toan cho toan bd dw an va cung cap hd tro

ky thuat gé tro giuQ cac can bo tai chinh cta dw an & cac PPMU va DPIU sﬂj
dung phan mém dé thwc hién nhiém vu quan ly viéc thwc hién dy an va ké
toan toan dién;

(xxi) Quan ly viéc thyc hién dy an & CPMU, bao gébm quan ly hop déng, quan ly
gidi nhan,...;

(xxii) Kiém soat Tai khoan tam &rng dwoc chi dinh cho CPMU, bao gdém céac thanh
todn twr tai khoan, gidi ngan tor ADB, can déi véi ngan hang dich vu;

(xxiii) Theo ddi va giam sat cac cong viéc ké toan va tai chinh ctia cac PPMU va

DPIU, bao gom hwéng dan, dao tao va tbng hop bao céo, nguwodi chiu trach
nhiém giiar quyet CAc Van dé;
(xxiv) Hoan thién mau bao cao va thdi gian bao cdo cho toan dy an;



(xxv)
(xxvi)

(xxvii)

Yéu ca

u
.
°
°
°
°

Ra soét va téng hop tai khoan va hé so ching tlr ciia cac PPMU va ndp cho
ADB va céc co quan chinh quyén c6 lién quan khac hang thang/hang quy va
hang nam;

DPam bao cac tai khoan du an dwoc tdng hop chi tiét va dwoc kiém toan theo
céac tiéu chuan quéc té vé kiém toan bdi don vi kiém toan dwoc ADB chap
thuan; va

Thuc hién cac cong viéc khac theo yéu ciu cta Giam dbéc Dy an.

vé trinh d6 nang luec:

Bang dai hoc vé ké toan, tai chinh ho&c cac linh vuwe khéc c6 lién quan;

Téi thiéu 3 nam kinh nghiém trong Iinh vic tai chinh va/hodc ké toan;

C6 k¥ nang t6 chire tdt va hiéu biét vé cac tha tuc hanh chinh;

C6 k¥ nang tai chinh tét va hiéu biét vé cac tha tuc ké toan;

Thé hién kha nang lam viéc trong méi trwérng da van hoa va thiét lap cac mdi
quan hé lam viéc hai hoa va hiéu qua, ca bén trong va bén ngoai té chirc.

C6 ky nang s dung vi tinh cao cAp (Word; Excel; Outlook Express;
PowerPoint; ....);

C6 kha nang giao tiép hiéu qua v&i nhivng ngudi cé trinh dd khac nhau;

S& dung thanh thao tiéng anh; va

Hiéu biét vé cac thu tuc dw &n ctia ADB 1a mot loi thé.



