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JOB DESCRIPTION

	Job title: Project Finance Officer 
	Effective date: November/December 2009

	Department: Finance 
	Location: Hanoi Office with travels to fields

	Job code:
	Type of contract: fixed term (6 – 12 months)

	Reports to: Head of Finance
	Staff directly supervised: None


	1. WORKING CONTEXT

	Founded in the United Kingdom in 1972, ActionAid International (AAI) is a secular and non political organisation working with over nine million of the poorest people majority of them living in the developing world in 47 countries across Asia, Africa, Latin America and the Caribbean. It is committed to improving the quality of life of the poorest and the most excluded people so that they can live a life of dignity.

Working towards this direction, since 1989, ActionAid Vietnam (AAV) has been operating in 20 provinces in mountainous and remote regions across Vietnam. AAV works in partnership with local partners in provinces and district levels.

	2. JOB PURPOSE SUMMARY

	Verifies the accuracy of project financial information, maintains and develops appropriate project accounting and financial reporting in line with the donor’s requirement and AAV’s system

	3. AUTHORITY

	Actively works within assigned task


	4. KEY WORKING RELATIONSHIPS

	Internal
	External

	Project management board, Programme Officers, Finance & Admin staff
	Partner’s accountant, AAV’s Donors, Governmental Officials, local NGOs, INGOs, Communities

	5. MAIN AREAS OF RESPONSIBILITY

	Key responsibilities / accountabilities
	Key performance indicators

	1. Designs the project financial report and financial principles according to the donor’s requirement
	· A complete guideline set will be sent to partners when project start
· Partner understands and follows the project financial guideline

	2. Checks partners’ report and supports partners in accounting and finance
	· Accounting documents and financial reports are accurate and in compliance with AAV’s budget, MoU and financial guidelines to partners (periodically in partners’ offices)

· Partners are trained and supported in using accounting software to easily check money spending and reconcile monthly balance

· Partners can better understand AAV’s financial policies and donor’s requirement
· Partners receive timely support and capacity building in finance and accounting to strictly follow AAV’s financial policies

	3. Prepares reports and updates


	· Regular communication with partners’ accountant is ensured.

· Monthly financial report is prepared and post into AAV’s accounting software

· Monthly financial report is submitted to the project coordinator following donor’s report format and guideline.

· Periodically and final financial reports are prepared and submitted to donor on the due date

	4. Carries out regular monitoring and support to partner’s accountant

	· At least one trip to the field every month to make sure that all project accounting documents are accurate and follow the financial guideline

· Partners’ project accounting documents and financial reports are filling properly and stamped by AAV

· Accompany with Internal auditor when audit

	5. Other
	· Other tasks as assigned by line manager are well performed

	6. QUALIFICATIONS REQUIRED

	Education

· University degree in finance and accounting or relevant field 
	Work experience

· At least 2 years relevant working experience
· NGO working experience is preferable

	Technical knowledge/skills 
· Iinternational accounting, particularly charity accounting

· Accounting software
· Financial reports

· Financial monitoring skills

	Language
· Intermediate level of English 

	Attitude

· Transparent, independent, careful and friendly
Adherence to: 

· Rights-based approach

· Poverty and injustice eradication

· Gender equality


Approved & Signed




Agreed & Signed

(Line Manager)





(Employee)

Country Director
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