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JOB DESCRIPTION
	Name: 
	Office/Department/Program: Cambodia Phnom Penh (CPP) Office

	Position: A&F Assistant
	Supervisor: Program Manager, WATSAN

	
	


Support EMW staff in the Cambodia Phnom Penh (CPP) office to ensure effective, high-quality implementation of a variety of clerical duties that support administrative, financial activities and operations.
Tasks / Responsibilities:


Administration
Direct all administrative and logistical functions to ensure timely and reliable operation of the CPP office including, but not limited to:

· Calendar management: Book and manage staff and visitors’ appointments: Ensure there are no conflicts in scheduling.
· Travel management: Coordinate and organize all transportation and hotel as needed.
· Meeting management: Confirm attendance, prepare meeting presentations, and book all necessary venue, food and beverage as required.
· Reception: Ensure all calls are answered promptly and professionally.

Finance
Manage daily financial activities related to the CPP office including:
· Establish and maintain physical and electronic records and filing systems 
· Key in accounting books accurately, allocate the correct expenses to the appropriate accounts 
· Prepare and reconcile periodic personnel income tax
· Process payments of office expenses as approved from authorized managers or the AF Senior Deputy Director in Vietnam
· Update and prepare monthly report of office expenses
· Revise monthly finance reports of office expenses sent from other offices’
· Assist external auditors in their review of financial records by providing requested information and explaining financial procedures and practices
· Design and create custom financial reports
· Perform other related work as required 

Organizational Development:
Be a good team member, which means to respect
Be willing to provide extra support beyond normal responsibility to team members and other EMW departments/teams as necessary. 

Understand EMW’s organizational culture and code of behaviors.  Work behavior should reflect the organizational culture.

Provide timely, relevant and accurate background information in meetings and informal discussions.  

Be able to explain in general terms the functions of the CPP Office
Decision-making/Authorities

Make requests and proposals related to work for equipment, time, tasks, finance, personal and collective benefits. 

Reporting

The A&F Assistant reports to the Program Manager, WATSAN. 
Indicators for good performance

Complete all tasks/assignments in an accurate, effective and timely manner. 

Produce quality reports to meet deadlines, as required

Minimize mistakes in work and breaches of organizational regulations 

Build a good relationship with supervisor, co-workers and counterparts 

Job Specifications/Qualifications:
University degree, in English, Accounting, Health, Education and/or related studies.  

Minimum of 1-3 years relevant work experience in secretarial, administration, accounting, Strong secretarial and office management skills 

Advanced proficiency in MS Office Suite.  

Possess professional attitude and diligence. 

Strong communication and interpersonal skills. 

Advanced liaison and networking skills, sound analytical skills. 

Proficiency with written and verbal communication skills in English
Able to work independently as well as work in a team. 

Able to work under pressure and deadline
Be willing to travel away from home as required

Due date is June 22, 2012 by 5pm ICT. Electronic applications only. Please send cover letter and CV to: thoi@eastmeetswest.org.vn
