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	Accounts and Admin Officer 

	1. Job Environment

	Position Information:
	Reporting Lines:

	Department: Program Management Office

	Report To: 

Program Manager
Directly Supervise:

Program and Admin Associates
Office Attendants

Drivers
Cleaners
Security Guards


	2. Job Objective 

	Assist Program Manager in the overall supervision, administration and successful implementation of the project by managing the daily project activities to facilitate the work of the project staff on various levels.


	3. Functions of the Position

	· Ensure maintenance of Projects Accounts as per FPAP’ Financial Management procedures.

· Ensure that accounts are in line with the approved Work Programme and Budget up​date and check the accounts book and make them available for higher level verification.

· Ensure that all financial transactions are brought to books immediately through payment vouchers, duly approved by the competent authorities.

· Check correctness of classification of income and expenditure.

· Exercise budgetary controls and variance, if any, brought to the notice of the Program Manager.

· Ensure an adequate system of filing of financial documents particularly the payment vouchers.

· Undertake regular analysis of Advances, Payable, Receivables, Imprests etc. and their timely adjustments.

· Prepare monthly Trail Balances, Bank reconciliation and Cash Flow statements and submit these to the authorities.

· Physically check cash in hand periodically and record a certificate in the cash book.

· Ensure the preparation and submission of Financial Reports on time.

· Ensure the safe custody of cash, cheque books, pass books, ready cheques and Receipt Books.

· Ensure that all cash received on account of contraceptives and other incomes etc., is deposited intact into the Bank.

· Assist the Program Manager in the management, logistics and other matters.

· Facilitate the program in maintenance of accommodation, furniture, fixture, office equipment, transport, stationery etc.

· Ensure regular supplies of contraceptives to MSUs, WCs, and CBD Agents.

· Facilitate all administrative requirements in implementation of Program activities, reflected in the work Program & Budget concerned.

· Prepare the inventory report on quarterly bases regarding all the equipments and procured material, furniture etc.

· Ensure logistic and management support for staff / programme activities.

· Prepare statistical reports and submit to Program Manager.

· Any other duties assigned by Program Manager. 


	6. Desired Profile of Incumbent Person Specification

	1. Education/Qualification:
	2. Work Experience & Traits:

	B.Com
	2 to 3 years’ experience on the same position in social sector around the theme of RH/SRH & Rights
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