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	Accounts, Admin & HR Officer

	1. Job Environment Normal

	Position Information:
	Reporting Lines:

	Department: Finance & Budgeting
Location: Regions 

Duration: Ongoing
	Report To: 
· Administratively reported to Regional Director
· Technically reported to Dir F & B

	2. Job Objective 

	Recording and Reporting of project accounts as per FPAP financial management procedures

	3.Functions of the Position

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

2. 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.

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

4. Check correctness of classification of income and expenditure.

5. Exercise budgetary controls and variance, if any, brought to the notice of the Project Director.

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

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

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

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

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

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

12. Ensure that all cash received on account of contraceptives and other incomes etc., is deposited intact into the Bank. Facilitate in all administrative and HR functions  in close coordination of program , finance and MER officers for the implementation of the ongoing Program /project activities, reflected in the proposal concerned.

13. Facilitate the Programs/project in maintenance of accommodation, furniture, fixture, office equipment, transport, stationery etc.

14. Provide assistance for drafting agenda, meeting minutes and action taken of RC/RCC. 

15. Compile and proceed Admin, Procurement and HR related cases with complete documents as per policy manual and standard practice.

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

17. Coordinate with HR and Admin Department of HO and HR focal person of PMO and FHH for smooth functioning of activities.

18. Ensure efficient use of all physical equipment specifically transport with optimum use mechanically. 
19. Perform any other duty assigned by the competent authority.

20. Any other tasks assigned by the Regional Director.

	4. Interaction

	Within the organization
	Outside the organization

	Regional Staff

PMO Staff

Head Office
	Banks
Donor

	5. Competencies

	Interpersonal Skill                                                      
Reporting                            

Communication


	Management Skills

Planning

Time Management

Coordination


	Technical Skills 

 Analytical

Collaboration

 Dedication

Budgeting

	6. Special Condition:
R-FPAP is committed to safeguarding and promoting the welfare of children and young people and expects all staff to demonstrate the willingness to sign and  the adhere to the Code of Conduct and Safeguarding Policies 

Rahnuma-FPAP staff must ensure compliance with appropriate safeguarding policies that reflect the standards and commitments in R-FPAP's safeguarding. These include Children & Vulnerable Adults Policy, Code of Conduct, Respect At Work Policy and Raising A Concern Policy from time to time, as well as the relevant local statutory provisions relating to safeguarding children and vulnerable adults'.

Prior to an appointment being confirmed completed background check including three verifies references, Police Check; Identity; Qualifications and experience check.



	7 .Desired Profile of Incumbent Person Specification

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

	B. Com/ or Equivalent 
	Minimum 3 years’ experience 
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