JOB PROFILE
h

	JOB TITLE: KRP Finance Assistant


	DIVISION / DEPARTMENT / LOCATION: Cambodia 

	JOB FAMILY: Programme 

	SALARY: 


	LEVEL: E 1

	OXFAM PURPOSE: Oxfam works with others to find lasting solutions to poverty and suffering through the most effective, appropriate, and enduring solutions.
JOB PURPOSE: working towards finance management for recovery program to meet the objective of recovery of community livelihood and public heath torn apart by KETSANA typhoon and to ensure the sustainable development continues in rural cambodia


	REPORTING LINES: 

Postholder reports to: KRP Team Leader
Staff reporting to this post: N/A


	BUDGET RESPONSIBILITY: n/a



	DIMENSIONS: 

· To solve variety of complex problems and enhanced decision making
· Regular tracking of restricted income funds, coordination with project manager on donor reporting obligations
· Supports office daily Finance management and routines
· Communicates widely with relevant state holder.

· Contributes to the development of improvements to the department’s services, procedures and systems required for KETSANA recovery.
· Carry out tasks within Oxfam standard manuals, guidelines under the guidance of managers/ supervisors

· Perform routine finance task with ability to provide innovative ideas/solutions for planning process

· Responsible for maintaining health and safety standard in practice and abide by.

· Setting the objective as per Oxfam standard procedures with the help of line manages
· Proactively collect the relevant information and share with managers and other stake holders
· Impact wider than own team/processes



	KEY RESPONSIBILITIES: 

Finance Support:
1. Monitor and report on budget and expenses according to OGB system and schedule (OPAL & Crimson)

2. Maintain and manage petty cash of the provincial office. 

3. Maintain cashbook and bankbook, and upload to financial system.
4. Performance monthly financial closing and reconciliation.
5. Manage office inventory registration.
6. Responsible  maintaining and updating financial documentation and filing system (paper and electronic).

Partner’s finance support:

7. Check finance report from partner NGOs and provide written feedback to relevant PO/PF.

8. Contribute to the efficient management of partner programmes through conduct of finance system appraisals/review, audit of current and prospective Oxfam partners and provide finance training to partners and programme staff, where necessary.

9. Coordinate with programme staff to ensure efficient monitoring of grant balances and closure of grants.



	SKILLS AND COMPETENCE: 

· Ability to draft standard letters and other written communications which can be confidently distributed to partners and other country offices and organisations

· Recognised qualification in accounting

· Minimum two years experience of working as Accountant/Finance/Admin Officer, Excellent computer skills (Windows, Word, Excel, Access, Internet and email); preparedness to learn and manage computer software packages necessary for office work, especially those relating to finance systems and proven experience of administration, good time-management, and organisational skills.

· Experience in designing and conducting finance trainings

· Flexible and able to prioritise own workload, take initiative, work independently and meet deadlines

· Strong inter-personal skills and communication skills, the ability to relate to people of all backgrounds and the ability to work as part of a team. 

· Knowledge and experience in working in an NGO environment
· Commitment to Oxfam GB’s overall aims and objectives, including commitment to promoting gender equity in all aspects of work.


	OTHER: n/a

	This job description is not incorporated in the employment contract.  It is intended as a guide and should not be viewed as an inflexible specification as it may be varied from time to time in the light of strategic developments and following discussion with the post holder.
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