FINANCE ASSISTANT (4 positions)

CARE International Indonesia

Deadline for submission of applications: 06 August 2005

Recruitment:      
Indonesian National (preferably Acehnese)
Duty Station:      
Banda Aceh, Sumatera

Duration of Assignment:  
3 (three) months with possible extension
Background

Responding the Aech Tsunami and earth quake, CARE International Indonesia immediately arranged relief support. Beyond CARE’s rapid tsunami response, CARE will continue to support the long term recovery and rehabilitation of disaster affected communities.

Reports to the Project Manager and has overall responsibility for supporting the program implementation at sites and maintain the overall accounting and financial control systems for CII using adequate system to meet the CARE standards in which entail:

· Coordinate with administrative assistant to manage CARE district office including its supplies

· Manage bank accounts of the district office and ensure the timely transfer for payments (office supplies, equipment, electricity, phone bills for office and houses, vehicles, procurements of materials and heavy duty equipment)
· Manage personal loan and cash advance

· Consult regularly with the Finance Officer on issue of financial affairs and liaise with other functions within CARE International Indonesia (mainly the program, procurement and administration functions), banks, auditors and tax authority to ensure compliance with CARE standards and with local laws and regulations;

· Monitor implementation of financial policies, systems and procedures by sub-offices to ensure that the financial records are complete, accurate, and reliable and that management reports are produced in a timely manner;

· Set up and maintain a record keeping and finance system

· Ensure proper medical claim forms for staff are completed and forward for reimbursement
· Develop monthly financial report for submission to the finance officer in the BA headquarter

· Other duties as required by the Project Manager

Requirements:

· Indonesian Nationality, preferably Acehnese

· Comprehend the mission and vision of the CARE International Indonesia and maintain personal commitment to humanitarian goals and principals
· Diploma or S1 in accounting, finance or similar field is required
· Able to work well despite unstable security environments, and administrative and programmatic pressures

· Good computer skills, Windows, MS office programs, and outlook express

· Able to work independently yet a strong team player
· Culturally sensitive and able and interested in working with a multi-cultural team

· Demonstrate flexibility to deal with various task within the same timeframe
