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Job Description

This form enables us to accurately post your position on external sites. The information provided here will be featured in the
job post. Please do not use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions.
Incomplete forms will delay posting. Once this form is complete, email it to the CARE Laos HR Unit.
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syunjafiudawvig Position Information
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Position Title: Finance Assistant (Service Contract) Date requested
Yzwwaz9jdicon): aasajnnauty (§ue1ddniv) | asgu (S25uHRwL);
Type of position: Finance Assistant (Service Contract)

Grade (for HR use only)

weun/diugauianiu: Program Support
Department/Project Team: L8N UISBYV IV

d9udszdnin: (isg2901, (120959313 s299gSudaccong (fai): No
Duty Station: Khua District, Phongsaly Province Incumbent’s name (if applicable)
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Job Summary

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is
responsible for and articulating what the position is expected to accomplish. This section will appear on external sites.

The overall purpose of this position is to ensure the effective and efficient operation of the program in Phongsaly by carrying
out day to day financial and administration/logistic duties following the CARE and Donor Guidelines and Policies.
This position is based Khoua District, Phongsaly Province, with travel required to other sites.
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Responsibilities and Tasks

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is
done and the impact it has on the team or organization. List the responsibilities in the order of importance and state the estimated
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percentage of time the employee should spend on each responsibility during a typical year.

* Zarfa .
89105UU0Z9Y 11 | pRrOCESSING OF WEEKLY AND MONTH END ACCOUNTS:

JOB RESPONSIBILITY 1:

PROCESSING OF WEEKLY AND MONTH END ACCOUNTS:

e Assistant of the financial reports (finsun) and send all required financial documents to Vientiane
office
e Assist with monthly budget/cash or fund request/ costed work plan follow up

e Assistant with Accounts / Finance Officer / Manager in Phongsaly/Vientiane as needed;

e Utilize (update/manage) the monthly financial reports (finsun) to monitor project expenses and
keep the project manager informed about the monthly spending monitoring reports for projects
relate expenditures:

50%

*a20108Ul09U 2: | ADMINISTRATION AND FINANCE:
JOB RESPONSIBILITY 2:

e Make sure the registration system of incoming and outgoing document is set up and
keep filing properly (included electronic mean).

e Provide logistic arrangement for workshop/training/meetings and manage the CARE Phongsaly
Office meeting room reservation.

e Manage meeting rooms’ facilities such as LCDs, speakers, speaker phones and meeting
facilitation materials on so on to make those facilities are available in each meeting rooms or
providing them by requests. As well as keep records of the borrowers.

e Coordinate with program team and senior staff about their movement plan monthly.

e Maintain Phongsaly Office stationaries, tonners and kitchen items and place order in
monthly basis and stock take to ensure sufficient quantity for monthly consumption.

e Assist staff in printing, binding, faxing, scanning, sorting, photocopying and filling
document when is required.

e (Clean and maintain all office equipment, including photocopying machines, fax, printers,
office telephone and so on, and record of the default issue.

e Assist in requesting office supplies, refreshment and other administration tasks.

e Follow up and facilitate for refilling fuel of all CARE Phongsaly Office vehicles.

e Maintain and assure that vehicle registration and insurance records are current;

e Follow up with Drivers on daily vehicle check.

139219n%
%of time

35%

13(9219n%
%of time
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*22105uiiagsy 3: | MONITORING AND LEARNING:
JOB RESPONSIBILITY 3:

e Work with Finance and Admin officer in fulfilling the staff capacity 10%

building/training needs

2 v °
e Motivate staff to do their best at all times tg0a18n%

e Contribute to build a strong team working environment where members respect
each

*a0108UingaUdsVYNIUNIVLSUVBLIY 5% 299(931

OTHER RESPONSIBILITIES AS ASSIGNED 5% of time
e To proactively participate in the Annual Planning and Performance Appraisal (APPA) process including the annual appraisal,

midyear review and regular 1:1 meetings, ensuring that the APPA process (including the paperwork) is an integral component
of Annual Work Plans and activities;

e Engage in emergency preparedness, assist in any emergency response as required;

e Promote a safe and secure work environment; foster a culture of safety and security awareness and ensure compliance with
the safety and security policies, procedures;

e Demonstrate an ongoing commitment to gender equality, diversity and commitment to the safeguarding policy on
Protection from Sexual Harassment, Exploitation and Abuse (PSHEA) and child protection;

e Comply with CARE Lao’s financial and operational requirements, foster strong communication between operations and
program teams and uphold high standards of honesty and integrity in personal conduct.
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Qualifications (Know How)
Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s
expectations for job performance. Also include the education, experience, and skills desired for the position.
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Education/Training

E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: “or
equivalent combination of education and work experience.”

aauin31cIV Required

e  Minimum High School.
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Minimum High School and/or 1 year relevant work experience in finance/or administration work experience.
Minimum 1 year relevant work experience, preferably with an International Non-Government Organisation (INGO) or
private company;
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Experience/Technical Skills

Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; basic

accounting; presentations; fundraising; training/facilitation, etc.

Y SUN/Nngs3u32an i[9y Required

Good communication oral and written Lao and basic oral and written English.

Ability to work within clearly defined routines and plans with minimal supervision.

Ability to work as a team member and contribute his/her capabilities to group objectives and works effectively in
a group setting.

Good interpersonal skills including, open mindedness, willingness to learn, team spirit, good attitude and
personality.

Demonstrated flexible approach and ability to work under pressure and to organize and manage workload to meet
deadlines.

Usduna/iingzsdaudganaususnatad pesired

e Basic oral and written English.
e Intermediate knowledge in Microsoft Word and excel skills.
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Problem Solving
Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face.

(a9N0U Select Levels
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What has to be done and how to do it are clearly defined, and the incumbent with face identical or similar problem on a regular basis
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What has to be done is known, but how to do it is not defined. The incumbent must use interpolative skills to pick and choose the right
strategy to address a given problem.
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Why things are done is known, but what has to be done and how to do it is not defined. : Situation are variable and the incumbent’s
response will involve analysis, problem definition, development of alternatives, and making recommendations. He or she will face and
address problems that are typically non-recurring.
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Competencies

CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management
and leadership positions.

Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through

observable behavior.
The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point.
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A. Core Competencies

Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in
performance conversations and as a guide for staff development.
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RELATIONSHIP BUILDING

Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through
collaboration.
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INCLUSION

Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to
participate and contribute freely.

Sutgenmileniniiaessus, Hunoudiinauiiuuutusswiueondsutudsady, urarzsinuiinneuifioe) e suU
SAMNANDIWAURD.

DYNAMIC LEARNING MINDSET

Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from
failure.
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DELIVERING RESULTS
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment.
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COMMUNICATION

Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-
cultural sensitivity to navigate difficult situations.
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B. Leadership Competencies

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each
Leadership Competency. This may be used in performance conversations and as a guide for staff development.
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Strategic Leadership & Execution

Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals
are met by executing, monitoring, & adjusting.

S19us90uNWTA €I ?:l’ljE‘IO’I.,UE§JJCE2:]283@5UC§85UQE8’IUU°IEJ28:]§:]n’lll. fingew, tienga «qs uao:Ju
NI € NIYsAdnogngwesjweingiu $19lenin ‘(uﬁr:;é"u‘cﬁﬂﬂmajmm
PEOPLE LEADERSHIP

Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and
employee performance. Creates space for others to lead.
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C. Functional Competencies
Choose the top 3 Functional Competencies that this role must demonstrate to create the desired impact. There are many

competencies that will fit the role, however, please think about the most essential skills needed for this position to succeed in their
role. This may be used in performance conversations and as a guide for staff development.
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