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	CENTER FOR RESEARCH ON DEVELOPMENT COMMUNICATION

48B Trang Thi, Hoan Kiem, Hanoi, Vietnam

Tel/Fax: +84-4 6263 1763
Email: center@red.org.vn
Website: http://red.org.vn


Job advertisement for Accounting & Finance Officer at RED

About RED
Red Communication is a Vietnamese development organisation whose work with the mission to promote changes in Media Environment and Communication capacity of NGOs and CSOs through identifying problems and offering solutions and communication innovations in order to tackle the problems.

RED Communication’s main activities include:

1. Research and application solutions and innovation in development communication.

2. Communication capacity development through advisory and training services.

3. Popularizing knowledge, legal practices and communication relating to development issues.

4. Linking communication with development.  

Vacancy

RED Communication (RED) is seeking to recruit a well-qualified and experienced Vietnamese individual for the following position:

· 01 Accounting & Finance Office based in Hanoi Office
· Contract details: Fixed term contract 
Details of job description and selection requirements of this position is posted at www.ngocentre.org.vn; http://red.org.vn
Starting date: As soon as possible

Main Responsibilities

Responsible for implementing finance and accouting system to assure efficient and accurate information and data:
i) Monitor cash balances, bank deposits detailing for each project. Implement of the transaction with the Bank: checkable, UNC, ..

ii) Monitoring, statistic, analyze the actual costs incurred in connection with the operation of the Center and the operating costs of each project.

iii) Monitor and settle down advance liabilities, debts receivable, other payables;

iv) Guideline for project staff on procedures and norms in accordance with the approved budget. Keep track and dispose advances of project staff, per diem, office expenses, project operating costs to ensure the project expenditure in accordance with the approved budget norms.

v) Submit monthly and quartely tax report, and make declarations in yearly tax settlement.

vi) Regularly or irregularly inspect and supervise the activities of the project in financial field
vii) Support financial planning for the project according to the specific requirements of the donor and the Center stipulated in the written agreement of the original project.
viii) Coordinate implementation logistic support relating to the project.
ix) Update documents, policies concerning tax law, accounting law, accounting standards in Vietnam
x) File documents and accounting records in accordance with the provisions of the related law and Centre.

xi) Perform other duties as requested by Office Manager
Skills and requirements

· University Degree in Finance & Accounting;

· At least 2-3 years experience in finance and accounting. Prior to candiate having working experience  in non-governmental organizations.

· Language skills: good written English
· Good coordination and organization skills

· Ability to work independently, take initiative, and pay attention to details

Benefits and Terms

· Dynamic work environment

· Challenging job in a dynamic and supportive team

· Full benefits and long term contract provided

· Salary based on performance and experience

HOW TO APPLY?

Written application in English, stating why you are suitable for the post, together with full curriculum vitae, certified copies of available degrees should be sent by 30th March 2015 to:
RED Communication,
Attn.: Human Resources Department (HR),
48B Trang Thi Street
Hoan Kiem District, Hanoi

E-mail:   tuyendung@red.org.vn & phamhuyen@red.org.vn
Subject: Accounting & Finance Officer at RED – 2015
Only short-listed candidates will be contacted. Applications will not be returned. 

RED is an equal opportunity employer. 

