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JOB DESCRIPTION
	I.  Position Information

	Job Title: 

Finance Assistant
Reports to: 

Head of REDD+ Taskforce Secretariat
Duration:                            One Year
Duty Station:                     Phnom Penh


	II. Organizational Context 

	The Royal Government of Cambodia has shown early support for the development of approaches to REDD+ with the approval of two pilot sites in 2008 and 2009. In August 2009, the General Department of Administration for Nature Conservation and Protection of the Ministry of Environment, Forestry Administration of the Ministry of Agriculture, Forestry and Fisheries and Ministry of Economic and Finance as representatives of the RGC were granted observer status in the UN-REDD programme. Following this time  the RGC with support from UNDP Cambodia and FAO Cambodia, prepared a REDD+ Readiness planning process, which led to the development of the Cambodia Readiness Plan Proposal on REDD+ (“Roadmap”), a document outlining how the country with develop policies and measures to become ‘REDD+ ready’. 
The Cambodia REDD+ Programme forms part of this approach and has been specifically designed to support implementation of the Roadmap, which was been developed by the interim REDD+ Taskforce and stakeholder groups during the period January-September 2010. The UN-REDD programme has four outcomes: 

1) National REDD+ Readiness Management arrangements and stakeholder consultation; 

2) National capacity-building towards development of the REDD+ strategy and implementation framework; and 

3) Sub-National REDD+ capacity-building and demonstration; 

4) Support to development of the Monitoring system. 
The programme design looks to fully incorporate relevant line ministries and agencies with FA, GDANCP and FiA being fully engaged within the implementing structures, while other ministries are engaged within higher level decision making bodies as well as technical assessment and consultation processes. This approach marks the programme out as one of the most highly integrated UN-REDD programmes globally.  As part of outcome 2 National capacity-building towards development of the REDD+ strategy and implementation framework the programme have supported to establishment of The Cambodia REDD+ Taskforce Secretariat to play very important role to coordinate and administrate the execution of the Cambodia UN-REDD programme.

	III. Functions / Key Results Expected

	The Finance Assistant will be under direct supervision of and reports the progress to the Head of REDD+ Taskforce Secretariat (RTS) . S/he will be based at RTS. The Finance Officer  will perform the following 4 key functions:

1. Daily Accounting
2. Computerized Accounting System
3. Budgeting and Reporting
4. Programme Support

	1. Daily Accounting

· Oversee effective cash control and management from day-to-day transactions.
· Supervise daily accounting operations and ensure compliance with Standard Operating Procedure and International Accounting Standard.
· Ensure the timely payment of bills and other approved cash distributions.

· Ensure good sources and supporting documents for all financial transactions.

· Review and ensure accuracy of all accounting entries, including cash advances and reimbursements.

· Ensure that completed payment and disbursement vouchers are properly recorded, systematically filed and maintained in the financial filing system.
· Monthly and annual bank reconciliation.
· Supervise cash transfers from different donor to main bank account.
· Supervise monthly and annual cash reconciliation and keep records up-to-date.

· Act as petty cash custodian.
· Proper filling soft and hard copies of all financial supporting documents.
2. Computerized Accounting System (Quick-Books)

· Maintain efficient operation of the financial system

· Properly record and post all financial transactions.

· Ensure chart of account consistency between budgets and the financial system.

· Perform back up of system/database regularly.

· Prepare quarterly financial report package
3. Budgeting and Reporting

· Ensure encoding, correct account code as per account code chart for all annual budgets for the projects.

· Develop annual and quarterly budget for UN-REDD Programme in conjunction with FAO including analysis of budget over and under spending during the operational year for the project.

· Ensure accuracy of the monthly and quarterly internal financial reports and supporting documents.

· Prepare financial reports to donors based on agreement and schedule.
· Prepare documents for auditing.

· Ensure available fund for project implementation.
4. Programme Support

· Initiate in preparing budget for workshop, training, travelling or meeting.

· Ensure travel arrangement for UNDP personnel is compliant to UNDP rule.

· Attendant record and leave monitoring for UNDP personnel.  

· Active response to any correspondence between UNDP and RTS.
· Assist RTS team in Information Technology technical issues.

· Work closely with Finance and Procurement Officer. 

5. Any tasks assigned by RTS team. 

	IV. Impact of Results 

	The position will ensure an excellent assistance to the REDD+ Taskforce Secretariat to effectively implement the agreed project in accordance with UNDP policies and procedures and National Execution (NEX) procedures as described in UNDP User Guide (RMG); promote the mobilization of resources to support the extension of the project and improve coordination among stakeholders.


	V. Competencies  

	Functional Competencies:

         Knowledge Management and Learning

· Shares knowledge and experience

· Actively works towards continuing personal learning, acts on learning plan and applies newly acquired skills 

       Development and Operational Effectiveness

· Ability to perform a variety of standard tasks related to results management, including screening and collecting of programme/ projects documentation, projects data entering, preparation of revisions, filing, provision of information

· has good computer skills  especicially ability to use spreadsheets and accounting profession packages

      Leadership and Self-Management


· Focuses on result for the client and responds positively to feedback

· Consistently approaches work with energy and a positive, constructive attitude

· Remains calm, in control and good humored even under pressure

· Has initiative and can work independently with little supervision


	VI. Recruitment Qualifications

	Education:  
	Bachelor Degree with specialised certification in accounting, business administration or equilvalence.

	Experience: 


	· At least 5 years of relevant experiences in office accounting, financial management

· Experience in the operational aspects of UN-funded projects or with projects of other donors is an advantage.

· Organisational, financial, inventory and budgetary skills

· Familiarity with financial and technical rules, regulations and procedures relevant to project implementation.

	Computer
	Microsoft Office, Quickbook, Information Technology

	Language :
	Demonstrate oral and written communication skills in English and Khmer.
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