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Job Description
	Position Title:
	Deputy Finance Manager

	Position Type:	
	Full time

	Last Update Date:
	17 June 2025

	Program/Department:
	Finance and Accounting

	Work Location:
	Vientiane

	Reports to:
	Directly to the Finance Mananager, and  secondary report to the WCS Regional Comptroller.

	Supervisory For:
	1. Senior Accoutant
2. Accountant
3. Finance Officer

	Job Purpose Summary: 
	Deputy Finance Manager will assist in the development,
performance and maintenance of the accounting and financial
acitivites of the organization. S/he will assist the finance
manager with a range of administrative and financial tasks.
These involve assisting with billing invoices, process
payment, preparing budgets, managing cash flow, coordinating
and requesting information from other colleagues.


KEY RESPONSIBILITY
1. Assist the Finance Manager in the finance functions to ensure day-to-day operations of overall accounting and financial activities for the Lao program
2. Working closely and ensure that all financial transactions are properly updated, documented and recorded
3. Reviewing and checking all Cost allocation methologies from finance officer
4. Prepare monthly NY staff’s benefits report to NY e.g: home leave, child education,..ect
5. Review monthly Salary and benefits calculation for all local contract 
6. Review monthly closing and year end period reports that prepare by senior accountant
7. Prepare qarterly lease agreement and Eco tourism reports
8. Prepare and submit accounting and reporting on all country project expenditures to WCS New York according to WCS established procedures and deadlines
9. Lead in reconciliation of balance sheet accounts on monthly basis and at the fiscal year end
10. Lead in branch cash request preparation and ready to submit for reviewing
11. Assist and analysis for estimation spending for foreign currency grants as require
12. Assist Finance Manager in maintaining and improving finance policies and procedures
13. Communicate with the regional and HQ persons on any finance and accounting matter as assigned
14. Support team and involve on preparation of internal and/or external audits
15. Lead on provide training to the team both VTE and fields staff as requirement
16. Review monthly internal financial reports (Budget vs Actual)
17. Prepare donor reports
18. Assist FM in analyse and present monthly BvA report to programs team in each landscapes
19. Other tasks assign by supervisor

	Minimum Qualifications
	The sucessful candiate must be excellent in written and oral communication skills, and be enthusiastic with the leadership skill to participating within the group and the poject field team. S/he must be proactive, self-motivate, and be able to accomplish the challening.
· Bachelor Degree minimum required in Finance, Accounting, Business Administrative or other relevant fields.
· Proven work experience (3-5 years) in finance and accounting fields.
· Solid knowledge of finance and accounting.
· Excellent in English language skills.
· Wxcellent computer and systems skills required with respect to MS Office applications (Advanced skills in MS Excel required) and major financial accounting and reporting software (SAP or equivalent).
· Having an excellent planning, analytical and critical thinking skills
· Professional organization skills with a problem-solving attitude
· High personal integrity, multi-tasking, and flexible approach to work
· Professional attitude to work under pressure
· Interested in conservation works with international conservation NGO.






Application Process:

Interested candidates, who meet the above qualifications should apply by emailing an application letter and CV together to: "recruitmentlaos@wcs.org" latest by 24 November 2025 deadline. Please include “Deputy Finance Manager” in the subject line of your email.

Please note that only shortlisted candidates will be contacted for next step.

WCS is an equal opportunity employer and the organization complies with all employment and                                                                                                                                                                                                                labor laws and regulations that prohibit discrimination in hiring and ensures that candidates from all backgrounds are fairly and consistently considered during the recruitment process. We are dedicated to hiring and supporting a diverse workforce. We are committed to cultivating an inclusive work environment and look for future team members who share that same value. The organization provides equal employment opportunities for all qualified candidates. The organization does not discriminate for employment based on age, color, disability, gender identify, national origin, race, religion, sexual orientation, veteran status, or any other characteristic protected by laws and regulations.
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