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Job Description
1. Position title:     Finance Officer (FO)
2. Grade:                CUB Grade III – C 
3. Project:               EU-WatSan towards DRR Project.
3. Reporting to:    Finance and Administration Manager


4. Responsible for: Maintenance of accounts, recording and logistical support to staff.  
5. Duty Station:
CU – Dhaka Office.
Purpose of the position: Finance Officer located at Dhaka Office shall provide support to the organisation’s Finance and Administration Manager and Project Manager of Food Facility project to ensure the smooth functioning of accounts, financial management functions, as well as be responsible for overseeing the smooth operation. 

Key tasks:
Financial Management:

· Under the supervision of the Finance and Administration Manager, oversee all project finances, including banking deposits and withdrawals, petty cash, timely bill payment, and chequebook maintenance;

· Ensure all financial transactions conform with a) the organisation’s Financial Procedures Manual and b) any relevant donor requirements; 

· Ensure all financial documents, including bills, receipts and dockets, are safely and securely filed according to organisational procedures 

· Responsibility for bringing to the Finance and Administration Manager’s attention all financial system matters which are unclear and/or potentially problematic;

· Ensure the fulfilment of donor requirements;

· Liaison with Bank, NBR, NGO AB Audit Section;

· Deposit advance taxes and submitted Income tax return of Expat staff in time

Accounts Maintenance:

· Ensure that all payments are made in time.

· Ensure that all vouchers and bills are approved by authority before preparation of debit (cash/cheque payment)/ journal voucher and writing cheque, 

· Advance position: at the end of the month the individual project wise advance position shall be submitted to the Finance and Administration Manager: 

· At the end of each day hand-over all completed vouchers to the assigned staff for filing according to the accounts manual and policies,
· Monitor and audit of partner’s accounts;
· Prepare monthly salary bill and ensure tax deduction at source; 

· Ensure all financial transactions, including bills, receipts and payments are recorded in time in the Tally software.
· At the end of the month all projects Trial Balance shall be printed and to be distributed to project manager and a copy of all TB to Finance and Administration Manager. 
· Support FAM to prepare monthly report for the HQ.
Office Operation and Equipment Maintenance:

· Maintain the Dhaka office Assets Register and Stationery Stock Inventory;

· Make sure that organisational system and procedures are maintained for all sub-contracts and purchases before payments.
Logistical Support:

· Provide logistical support for international and national travel of staff (expatriate/ national) in respect of  payment of bills of tickets, accommodation charges, calculation and distribution of relevant living allowances and currencies, timely post-trip financial acquittals,
· Provide logistical support for national and international visitors, including the payment of relevant allowances in consultation with Finance and Administration Manager,  

· Provide stationeries from stock to staff to perform their activities.
· Ensure all official visitors to the organisation’s Dhaka office are treated with courtesy and respect;
Information Management:

· Assist the Administration to manage the contract between the organisation and the IT support and Internet service providers when required
Human Resource Management:

· Distribute monthly payroll for all staff, including ensuring that all staff tax deducted are accounted for and deposited to treasury according to government rules,

Representation and Visibility

· Liaise and consolidate relationships with external finance-related personnel such as bank employees, etc;
· Represent Concern Universal in external forums as requested and appropriate.
Other

· Comply with Concern Universal’s policies and practice with respect to protection of children and vulnerable adults and other relevant policies and procedures;

· Assist the Finance and Administration Manager to develop, maintain and annually review a public relations/visibility strategy for Concern Universal Bangladesh, including a consistent style for externally distributed documents;

· Other duties as required by from the Finance and Administration Manager and/or Country Director 

This job description may be reviewed at any time according to the needs of the organisation.

