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TITLE:  Finance Officer – Accounting and Parner (temporary to cover maternity leave) 

TEAM/PROGRAMME: Finance & ICT LOCATION: Ha Noi 

GRADE: 5 CONTRACT LENGTH: 7 months 

 

CHILD SAFEGUARDING:  

 

Level 2: either the post holder will have access to personal data about children and/or young people as 

part of their work; or the post holder will be working  in a ‘regulated’ position (accountant, barrister, 

solicitor, legal executive); therefore a police check  will be required (at ‘standard’ level in the UK or 

equivalent in other countries). 

 

ROLE PURPOSE:  

 

The position will be in charge of accounting for Save the Children (SCI) and its partner expenses, handling 

function of payment in Country Office. The individual will support the Finance Manager to ensure the 

integrity, transparency, and timeliness of expense data recorded in the system, aligning with general 

accounting principles, SCI policies, and donor regulations. 

In the event of a major humanitarian emergency, the role holder may be required to work outside of the 

regular scope of duties and adjust working hours as necessary to respond to the situation. 

 

SCOPE OF ROLE:  

 

Reports to: Finance Manager 

Staff reporting to this post:  N/A 

Budget Responsibilities: N/A 

 

I. KEY AREAS OF ACCOUNTABILITY :  

 

Key accountabilities 

 

The following are the main accountabilities: 

 

1. Accounting 

- Income and Expenditures Records: Review, verify, and recognize income and expenditures in 

the system in a timely manner, ensuring the eligibility of expenditures in line with general 

accounting principles, SCI, and donor policies and procedures. 

- Balance Sheet Accounts Records: Maintain strong and healthy balance sheet accounts with 

management indicators to ensure the accuracy, appropriateness, and valuation of balance sheet 

accounts are not significantly misstated. 

- Payroll, SHUI, and Trade Union Calculation and Payment: Calculate and reconcile payroll, 

SHUI, and Trade Union contributions. Process final payments and allocate payroll expenses 

accurately. 

- Other Accounting Estimates (prepayments, allocations, accruals, etc.): Ensure the completeness, 

accuracy, and timely recording under SCI policies. 

-  Procurement and Contract Review: Participate in the Procurement Committee as assigned by 

the Finance Manager to minimize risks during the procurement process and ensure value for 

money. 

- Month-End and Year-End Processes: Handle month-end and year-end processes, ensuring 

checklists are completed accurately and in a timely manner. 

- Cash Forecast: Collaborate with Project Managers to prepare an accurate cash forecast for the 

month, supporting the Finance Manager in consolidating the monthly cash forecast. 

- Other Accounting Tasks: Perform other accounting-related duties as assigned. 
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2. Taxation Management 

 

- Declare and pay monthly/quarterly PIT (Personal Income Tax), FCT (Foreign Contractor Tax), 

and other applicable taxes in a timely manner. 

- Reconcile PIT for expatriates and finalize taxes at year-end. 

- Liaise with and contact tax authorities regarding tax declarations, finalizations, reconciliations, 

and related tax issues. 

 

3. Internal Control Policies Development 

 

- Support the Finance Manager in developing, rolling out, and implementing SCI internal control 

policies (including but not limited to accounting policy, payment policy, cost norms, and partner 

guidelines). 

- Provide policy induction/training to staff to ensure understanding and correct application of the 

policies. 

 

4. System Maintenance Tasks 

 

Agresso ( Financial Management System - FMS) is maintained in accordance with SCI policies, 

ensuring: 

- Create new codes on a timely basis (ensure a thorough understanding of budget codes and 

coordinate with stakeholders for available codes in Agresso). 

- Record budget codes accurately in Agresso and appropriately charge them to approved projects. 

- Ensure a central filing system is in place and easy to trace. 

- Backup data as scheduled. 

- Be responsible for working with the FMS helpdesk to resolve system issues. 

- Fully understand and practice the S2P process to ensure payments comply with SCI policies. 

- Fully understand and practice other automated accounting estimates in compliance with SCI 

policies, such as auto-accruals, auto-prepayments, auto-allocations, and other related issues. 

 

ProSave: 

- Consult internal requestors on budget codes for raising PR/PO (Purchase Request/Purchase 

Order). 

- Review all raised PR/PO in ProSave, ensuring timely reconciliation of invoices for expenditure 

records and timely payment to suppliers. 

 

5. Partner Financial Management: 

 

Review of Partner Advance and Reports 

- Review partner reports in a timely manner to ensure the data is well justified by accounting 

records, that cost items are within the budget and cost norms. 

- Review partner advance requests promptly, ensuring the advance is within the approved budget 

and aligns with the partner’s disbursement capacity, avoiding situations where the partner’s cash 

balance is too high. The last advance will be carefully reviewed and will comply with partner 

guidelines to ensure sufficient funds for disbursement, with provisions made for final amounts 

payable to partners instead of receivables. 

- Ensure compliance with SCI accounting policies regarding partner advances and advance 

clearance, including the use of correct account codes and recording the clearance date to adhere to 

foreign exchange difference guidelines. 

 

Partner Capacity Building 

- Conduct timely partner assessments to identify strengths and weaknesses. 

- Deliver financial management training and fraud awareness sessions to partners. Induction is 

compulsory for new partners; ongoing partners should receive refresh training, focusing on areas 

identified as weaknesses during finance visits and assessments. 
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Partner Close Out 

- Carry out a proper handover before final payment (including handover of equipment/assets). 

- Complete the close-out process according to the close-out checklist. 

 

6. Staff and Partner Capacity Training 

 

Staff and Budget Holder Training 

- Provide capacity building for staff including training and development of financial skills for both 

finance and non-finance staff; 

- Support budget holder training (Budget Holders induction, annual Budget Holder training, ad hoc 

Budget Holder training); 

 

Partner Capacity Building 

- Conduct partner assessment in due time so as to identify properly partner strength and weakness; 

- Deliver partners’ training including financial management training and on fraud raising awareness: 

for new partners, induction is compulsory; for on-going partners, refresh training is needed and 

refresh training should focus on partnres’ weaknesses which have been pointed out during finance 

visits and assessment; 

 

7. Support/Back up and other tasks 

- Back up the accounting related tasks for other finance colleagues when needed; 

- Back up FP&A team in task of budget phasing during forecast period and Monitoring team if 

required. 

- Other tasks assigned by Finance Manager (ad-hoc, emegency responses,…) 

 

Working contacts/ stakeholders 

 

- Internal: Finance Manager, Finance and ICT Director, Senior Management Team, Programme and 

Finance staff, and other functional teams. 

- External: Government Agencies, INGOs, donors, suppliers of goods and services, Bank, Tax 

Authorities,… 

 

 

II. BEHAVIOURS (Values in Practice) 

Accountability: 

• Holds self accountable for making decisions, managing resources efficiently, achieving and role 

modelling Save the Children values. 

• Holds the team and partners accountable to deliver on their responsibilities - giving them the 

freedom to deliver in the best way they see fit, providing the necessary development to improve 

performance and applying appropriate consequences when results are not achieved. 

Ambition: 

• Sets ambitious and challenging goals for themselves and their team, takes responsibility for their 

own personal development and encourages their team to do the same. 

• Widely shares their personal vision for Save the Children, engages and motivates others. 

• Future orientated, thinks strategically and on a global scale. 

Collaboration: 

• Builds and maintains effective relationships, with their team, colleagues, Members and external 

partners and supporters 

• Values diversity, sees it as a source of competitive strength 

• Approachable, good listener, easy to talk to. 

Creativity: 

• Develops and encourages new and innovative solutions 

• Willing to take disciplined risks. 
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Integrity: 

• Honest, encourages openness and transparency; demonstrates highest levels of integrity. 

 

III. QUALIFICATIONS   

• Bachelor’s degree in finance or relevant subject, MA and other professional certificates are 

preferable 

 

 

IV. EXPERIENCES AND SKILLS 

 

Essential  

• From 3 - 5 years experience in financial management, preferably in international organizations, 

INGOs and/or bilateral organization 

• Solid understanding of Vietnamese government system and international development area 

• Good financial management skill 

• Have strong sense for compliance 

• Having hand-on experiences in working with different accounting soft ware 

• Good problem solving and negotiation skills 

• Excellent interpersonal, communication and teamwork skills 

• Excellent prioritization skill and ability to coordinate a variety of work activities 

• Fluent English speaking and writing skills 

• Proven commitment to children rights and equality of opportunity 

• Good computer and IT skills 

 

Desirable 

• Knowledge of Vietnam development issues and NGO networks 

 
 

Additional job responsibilities 

The duties and responsibilities as set out above are not exhaustive and the role holder may be required to 

carry out additional duties within reasonableness of their level of skills and experience. 

Equal Opportunities  

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and 

Diversity policies and procedures. 

Child Safeguarding: 

We need to keep children safe so our selection process, which includes rigorous background checks, 

reflects our commitment to the protection of children from abuse. 

Health and Safety 

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies and 

procedures. 

JD written by:  Date:  

JD agreed by: Date:  

Updated by: Cao The Tuan Date: October 2024 

Evaluated and Agreed by: Vu Tuong Anh Date: October 2024 

 

 

 

 

 


