VACANCY OPPORTUNITY

h

FINANCE OPERATIONS AND ADMINISTRATION MANAGER

PSI/CAMBODIA IS SEEKING A CAMBODIAN DYNAMIC
CANDIDATE TO FILL THE POSITION OF: FINANCE
OPERATIONS AND ADMINISTRATION MANAGER, 01
POSITION.

JOB SUMMARY

The Finance Operations and Administration Manager is in charge of
handling and managing all financial and administrative operations at PSI/C
and ensuring that all financial reports are accurate; all payments are made,
and all revenues are collected in a timely manner and in compliance with
PSI/C and donor policies and procedures. S/he is also in charge of cash
flow management — including bank reconciliations, deposits and transfers,
savings accounts, interest. S/he develops and implements all accounting
policies and procedures and informs PSI/C staff to ensure compliance. S/he
review and manages other direct costs (ODC) to ensure that spending
happens correctly and in a timely manner.

The Finance Operations and Administration Manager provides oversight,
guidance and support with the day-to-day administrative activities and tasks
ensuring compliance with all PSI/C admin systems, policies and
procedures. s/he will oversee and manage all PSI/C’s vehicle procurement,
maintenance, and fleet management ensuring all vehicles are licensed,
registered and in compliance with PSI/C policies and legal obligations.

S/he provides technical supervision, guidance, leadership to staff directly
under their supervision for carrying out their daily tasks; provide timely and
reliable financial information to their staff, programs, senior management
and DCDO/CD to ensure effective decision making; is responsible for
capacity building of the financial operations team. S/he works with all
Departments to make sure that finance and accounting guideline and
policies are understood and implemented.

DESIRED QUALIFICATION

» Bachelor Degree in Accounting & Finance or Banking is essential.
MBA, CPA, or ACCA member is desirable.

» Minimum 5 years practical experience in Finance and Administration
field, and with at least 2-3 years hold position as the Finance and
Administration Manager position.

» Experience in implementing and monitoring the compliance of F&A
system, policies and procedures, preferably the context NGO.

» Experience in developing F&A systems, policies and procedures is
an advantage.

» Experience in managing budget and compliance with multiple and
complex rules and regulation such as Global Fund, USAID is
preferable.

» Experience in problem solving, working cross departments and global
communication.

» Financial management: Ability to monitor and interpret overall

DEADLINE OF SUBMISSION: 17 March 2021
HOW TO APPLY:

Financial management and initiate the discussion with relevant
people for actions.

» Cash and Asset management: Ability to track all asset management
(Current & Long-term asset) and initiate the discussion with relevant
people for actions.

» Compliance management: Ability to initiate and produce the internal
control policies and communicate across people in the organization.

» Analytical: Ability to analyze and generate any financial reports
organization including income and expenses both donor and non-
donor.

» Tax and Compliance: Ability to communicate and deal with donors
and tax department for tax reimbursement through donor exempt
status and other tax requirement.

» Supervisory/Leadership Skills: Broad financial management skills;
proven integrity and good character especially in the stewardship of
transparency and accountability.

» Leading & Team Building: Ability to work and lead a group of people.

» Planning: Ability to plan and allocate resources effectively

> Communication: Ability to communicate effectively with cross
functional team

» Computer & System management: Ability to use the ERP
(Enterprise Resource Planning) accounting system and have the
broad knowledge in accounting system and financial management
for NGO and business mine set. Advanced knowledge in accounting
software “QuickBooks, Peachtree or Database or other accounting
software, Excel and Word, spreadsheets, the internet and email

» Fluency in written and spoken Khmer and English.

TYPE OF CONTRACT: UDC

REPORT TO: Senior Finance & Admin Manager

SUPERVISE:
= Finance & Treasury Coordinator
. Finance Officer
= Transport Officer
= Administration Officer

SALARY & BENEFITS

» Competitive salary with other benefits including provident fund, 13"
month bonus.

Monthly medical allowance

Child delivery allowance

Health and life insurance for employees

Health insurance for employee’s families

NSSF (both health and accident provided)

Seniority payment for UDC/ severance pay for FDC as per the Labor
Law in Cambodia

» Leaves entitlement as per labor laws of Cambodia

» Public holidays according to the notification of the Government.
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Please send an updated curriculum vitae and cover letter with your gross salary expectation to: hr@psi.org.kh (soft copy) or PSI/C HR Team; #29,
Street 334, Boeung Keng Kang |, Phnom Penh (hard copy). Please reference the position applying to with Subject: Finance Operations and
Administration Manager. Only short-listed candidates will be contacted for interviews. Qualified female candidates are strongly encouraged to apply.
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