
  
 
 
 

ANNEX A: 
 

________________________________________________________________________________________  

Job Description 
Position Title: Grant and Donor Compliance Manager  

Position Type:  Full Time 

Salary Level: BG 09 

Last Update Date: 20 Jun 2025 

Program/Department: Grant Compliance Department 

Work Location: Vientiane 

Reports to: Primarily to Deputy Country Director  
Secondarily to Regional Grants/Business Managers 

Supervisory For: Procurement Officer  

Job Purpose Summary:  The Grant and Donor Compliance Manager plays a critical role in 
ensuring the effective management, coordination, and 
compliance of all grants across the WCS Laos Program. This 
position is responsible for establishing and maintaining a robust 
grant management system that supports the full grant lifecycle—
from opportunity identification to final close-out—ensuring 
adherence to internal WCS policies, donor requirements, and 
national legal frameworks. The Manager will work closely with 
both programmatic (Landscapes, CWT, Health, Policy) and 
operational (Finance, Admin, HR) teams in Vientiane and field 
offices to ensure seamless integration of compliance measures 
into program delivery. Additionally, the role oversees 
procurement and asset management functions and supervises a 
dedicated team, while maintaining close coordination with the 
Country Director/Deputy Director and Regional Grants and 
Business Managers to ensure full compliance and donor 
satisfaction across all projects.  

 

KEY RESPONSIBILITY 

 A. General responsibilities  
1. Coordinate Grant Management Processes 

Coordinate between WCS Laos Technical Programmatic Teams (Landscapes, CWT, Health, 
and Policy), Operational Teams (Finance, Admin, HR, Procurement), and field offices, as well 
as subawardees, to manage all phases of the grant lifecycle—from opportunity identification 
to close-out. This includes meeting all requirements related to activities, technical and 
financial reporting, and subaward management. 



  
 
 
2. Lead Grant Lifecycle Processes 

Lead the grant inception (kick-off), implementation, and close-out meetings and processes 
to ensure systematic and timely execution of each grant. 

3. Ensure Proper Documentation and Authorization 
Lead the review, routing, and approval of all Financing Agreements, Grant Agreements, 
modifications, and related documents, ensuring proper authorization and adherence to 
internal procedures. Maintain a well-organized and auditable filing system. 

4. Align and Strengthen Compliance Frameworks 
Align donor compliance requirements with WCS global and country program policies, and 
lead improvements in grant compliance procedures for WCS Laos. 

5. Capacity Building and Knowledge Sharing 
Proactively share relevant donor requirements and compliance knowledge across 
Operational and technical teams. Facilitate training and capacity building for internal teams, 
partners, and sub-grantees as needed. 

6. Ensure Compliance with Donor Regulations 
Maintain up-to-date knowledge of donor rules and regulations. Contribute to the review and 
improvement of WCS Laos policies and procedures to ensure full grant compliance. 

7. Maintain Grant Documentation and Databases 
Maintain a centralized and accessible database of project proposals (technical and financial), 
grant agreements, work plans, budget plans, donor-specific procedures, and reporting 
requirements.  

8. Support Audits and Follow-Up 
Support internal and external audits by providing necessary documentation and 
coordination. Ensure that audit recommendations are communicated and followed up with 
the relevant teams. 

9. Grant Code and Regional Coordination 
Prepare grant code request forms and coordinate with WCS regional and New York-based 
teams. Develop and share training materials on grant requirements with program and 
finance staff, as well as sub-grantees (if applicable). 

10. Ensure Effective Grant Closure 
Collaborate with the Finance Team to reconcile and close grants (e.g., GL25 clearance), 
ensuring compliance with financial close-out procedures. 

11. Maintain Grant Management Tools 
Ensure the WCS Grant Management Tool is regularly updated and accessible for use by 
relevant teams. 

12. Representation and Communication 
Represent WCS Laos in external meetings with government agencies, donors, and partners 
as required. 

13. Other Duties 
Undertake additional tasks as assigned by the Country Director or Deputy Country Director. 
 
 
 
 
 



  
 
 
B. Project Budgeting   
14. Coordinate Quarterly Budget Forecasts 

Compile and review quarterly grant expenditure forecasts in collaboration with technical 
program teams, ensuring that projections are realistic, aligned with approved work plans, and 
reflective of grant conditions. 

15. Monitor Budget Performance 
Regularly analyze actual expenditures against approved budgets and activity plans on a 
monthly, quarterly, and annual basis by project/grant. Identify variances and recommend 
appropriate actions to ensure financial performance remains on track. 

16. Support Budget Development and Revisions 
Work closely with Finance, Accounting, and Technical teams during the development and 
revision of grant budgets to reflect programmatic needs and donor requirements. Provide 
guidance on adjusting budget lines in response to programmatic changes. 

17. Assist with Proposal and Annual Budgeting 
Support WCS Laos Technical and Operational Teams in developing project budgets for new 
proposals and annual budgeting exercises, in line with guidance provided by the Finance and 
Accounting Unit. 

18. Lead Budget Forecasting Coordination 
Coordinate with program teams to lead and follow up on the development of rolling three-
month budget forecasts, ensuring timely submission and alignment with implementation 
schedules. 

 
C. Compliances and Reporting  
19. Lead Proposal Process Management 

Serve as the process manager for proposal development, ensuring compliance with donor 
requirements throughout. Coordinate with all relevant units to define tasks, timelines, and 
compliance needs, and monitor progress to ensure timely and complete submission.  

20. Monitor Expenditure vs. Projections 
Analyze quarterly projections against actual expenditures for all grants. Provide comments 
and recommendations to ensure financial performance aligns with activity plans and 
technical deliverables.  

21. Ensure Donor Reporting and Communication 
Oversee and ensure the timely submission of all donor-required communications, reports, 
and administrative documentation. Verify that reporting aligns with donor expectations and 
internal standards. 

22. Resolve Financial and Transaction Issues 
Work closely with the Finance Team to identify and resolve accounting discrepancies, 
pending financial issues, and transaction irregularities. Ensure timely and effective resolution 
of all outstanding matters. 

23. Track and Update Project Milestones 
Collaborate with the Technical Teams to update and track progress against project 
milestones, ensuring accurate and timely milestone reporting to donors and internal 
leadership. 



  
 
 
24. Identify Risks and Propose Solutions 

Monitor project implementation to identify potential compliance, financial, or programmatic 
risks. Coordinate with relevant teams to develop timely solutions and mitigate risks 
proactively. 

D. Procurement:  
25. Supervise Procurement Operations 

Supervise the Procurement Officer and work closely with Program Leaders to develop, 
implement, and monitor procurement plans for each grant, ensuring timely and efficient 
procurement processes across all teams. 

26. Ensure Compliance with Procurement Policies 
Ensure that all procurement of goods and services complies with WCS and donor 
procurement policies, applying the more stringent standard where differences exist. 

27. Oversee Vendor Screening and Due Diligence 
Ensure thorough due diligence of all vendors and service providers, including required checks 
(e.g., US Bridger Insight, anti-terrorism, anti-corruption screening), with support from the 
Procurement Officer. 

28. Monitor Procurement Plans 
Oversee the regular updating and monitoring of procurement plans to ensure alignment with 
approved workplans, budgets, and grant timelines. 

29. Ensure Transparency and Accountability 
Promote transparent, competitive, and auditable procurement processes that reduce risk 
and support program integrity.Ensure all procurement for goods and services are in line with 
donor or WCS procurement policy, whichever is more rigid.   

 
 

 

Minimum 
Qualifications 

• Minimum Bachelor Degree in Accounting / Finance, administrative or 
relevant fields  

• Minimum 5 years successful experience working in the similar positions 
with international organizations and/or NGOs  

• Extensive knowledge and experiences in computerized financial 
systems and those in SAP system will be scored more  

• Extensive knowledge in the policies, rules, regulations, safeguards and 
cultures of common donors – such as AFD, KfW, EU, UNDP, USAID, etc.  

• Highly developed computer skills, particularly in Microsoft Office 
applications  

• Good skills in English languages  
• Strong leadership skills - visionary, pragmatic, analytical, innovative, 

flexible, system thinking, mentoring and executing  
• Strong communication skills - careful listening, synthesizing and 

analyzing, empathizing, mediating and negotiating, problem solving 
and consensus building  



  
 
 

• Good multi-task management and time management to meet all 
priorities and deadlines  

• Personal qualities: Honest, integrity, humorous, optimistic, 
cooperative, patient, tolerant and perseverant  

• Passion for wildlife conservation and environmental protection  
 
 

 
 

__________________ 
Employee Signature 
Date: 
 


