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Finance Assistant, Operations

Base Location:		Vientiane, Laos
Length of position:	1 year (extendable based on performance and funding)
Position Type:              Local National Staff
Reports to:		Finance Administrator and Finance Country Lead, CHAI-Lao PDR

Overview
The Clinton Health Access Initiative, Inc. (CHAI) is a global health organization committed to saving lives and reducing the burden of disease in low-and middle-income countries, while strengthening the capabilities of governments and the private sector in those countries to create and sustain high-quality health systems that can succeed without our assistance. For more information, please visit: http://www.clintonhealthaccess.org.
In Lao PDR, CHAI works in partnership with the Ministry of Health (MoH) to strengthen national health systems across a variety of health domains, including malaria, vaccines, nutrition, supply chain, health information systems, and emerging public health threats.
At CHAI, our people are our greatest asset, and none of this work would be possible without their talent, time, dedication and passion for our mission and values. We are a highly diverse team of enthusiastic individuals located across 40 countries with a broad range of skillsets and life experiences. CHAI is deeply grounded in the countries we work in, with majority of our staff based in program countries.
CHAI is an Equal Opportunity Employer, and is committed to providing an environment of fairness, and mutual respect where all applicants have access to equal employment opportunities. CHAI values diversity and inclusion, and recognizes that our mission is best advanced by the leadership and contributions of people with diverse experience, backgrounds, and culture.

Summary of Position:
The Finance Assistant will support the CHAI office in managing, arranging and facilitating all financial transactions for CHAI team members and government counterparts. The Finance Assistant will be based in Vientiane, Lao PDR with a two-month probationary period.

Major Responsibilities
Key responsibilities of the Finance Assistant will include, but are not limited to, the following:
· Maintain accounting software, supporting documents and financial records in line with internal controls
· Ensure that all accounting transactions are properly authorized, supported by proper documentation, and completed in accordance with the agreed procedure and recorded in the accounting system in a timely manner
· Support accounts payable activities including invoice processing, communicating with vendors, delivering payments, etc.
· Support financial accounting including collecting, organizing and reviewing all financial documents to support financial management of the office
· Support monthly SSO and process income taxes for CHAI staff and Independent Contractors.
· Prepare/review daily, weekly, monthly financial records within accounting software and supporting files in accordance with internal procedures
· Ensure that all CHAI financial obligations are properly attended to on time
· Prepare documentation for internal and external auditors
· Answer questions and provide assistance to all staff as needed
· Undertake any other duties as requested by the Finance Administrator and Finance Country Lead.

Qualifications and Key Attributes:
· Bachelor’s degree in Accounting, Finance, or other areas with at least 1-2 years of experience.
· Good written and oral Lao and English communication skills, including email management
· Good computer skills, including Microsoft Word, Excel, PowerPoint etc.
· Good knowledge of accounting and bookkeeping procedures.
· Good attention to detail and open to learning.
· Honesty, transparency, teamwork, and humility.


Application Details 
Deadline: October 16, 2026
How to apply: Candidates should submit resume, cover letter etc. online to chai.laopdr@gmail.com
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