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Admin and Finance Officer

Position Title: Admin and Finance Officer
JOB PURPOSE:
The Admin and Finance Officer position has been created to take care of the programme

finance, admin and logistics issues including cash for work payments to the Syrian refugees in

the camp, involved in the implementation of WVJ SWM programme in Azrag Camp.

¢ In coordination with the field team and the line manager maintain and update daily SWM
related databases: daily collected waste and recyclables statistics, staff and IBVs’
attendance, IBVs’ master sheet and cash distribution databases, purchase requests and
etc.

e Maintain CFW IBVs database and regular updates

e WVJ policies and procedures are applied accurately for the programme administration

¢ Organize, document and archive all programme relevant documents, keep files

complete and up to date

e Support in IBVs recruitment process by preparing PRFs, providing required


 This is the foundation of the job description. It conveys the complexity, scope and level of responsibility of the job. As such, it is important to describe the duties and responsibilities as accurately, concisely and completely as possible. There are three sections in which to document. They are broken up into percent of time, activity and end results. When developing this section group the responsibility into 3 to 5 buckets that capture the main components of the role. It is helpful to divide the tasks and/or responsibility into daily, weekly, monthly, quarterly or annual to aid in understanding the amount of time each area of responsibility will take. Each main responsibility should include related tasks in the delivery of each responsibility. Next, list the expectation of how each responsibility will be carried out under End Results. End results should be measurable, and time bound and written in a manner that can inform the development of annual performance objectives. All components of the job description should be written in a manner that a layperson can understand, with all acronyms spelled out the first time they are used within the description.#MAJOR_RESPONSIBILITES
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documentation to P&C department for the contract processing, taking part in signing the

contracts with IBVs, conduct the RAIS/GIZ screening for IBVs when required.

¢ |n coordination with the P&C assistant, train relevant staff, monitor and review the IBVs

attendance records and ensure its accuracy before payments are issued,;
e Follow up with IBVs on a regular basis to ensure payments to IBVs are done and
supportive documents (attendance sheets, signatures of the beneficiary and site

supervisors) are accurately generated

e Ensure that all the logistics/procurement needs required for the programme are

addressed on timely basis through timely and accurate PRs submissions and follow ups

e Establish PR tracker, follow up with the field programme team to update the

procurement plan accordingly

¢ Follow up with the field programme team regarding the stock of the required materials

on monthly bases as well as
e Ensure PRFs/ Trip Requests are in place and signed and submitted on time

e Maintain an accurate and up to date assets and inventory management of the

programme

e Any other tasks by the line manager

Required Professional Experience

e Minimum 3 years of experience of working in a finance department or in Programme


 Knowledge skills and abilities allow the recruiter and the candidate to understand what experience is required in order to be successful in the role. It should be listed as the minimum amount of education and experience required. Knowledge: The level of education, experience and training an individual must have at minimum to be considered qualified for the position. Skills: The proficient manual, verbal, or mental manipulation of data or things. Specific skills such as ability to create, manipulate and utilize spreadsheets, word processing programs, or proficiency in a second language. Abilities: The competence to perform an observable behavior or a behavior that results in an observable product, e.g., organize or plan work or coach and mentor others. #KNOWLEDGE_QUALIFICATIONS
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administration preferably with INGO/local NGO

¢ 1 year of experience with cash programming

Required Education, training, license, registration, and certification
BA degree in business, management, administration, finance, accounting, or a related field

Preferred Knowledge and Qualifications

Understanding of SWM issues in the country and in the refugee camp

e Cross-cultural sensitivity, flexible world view, emotional maturity and physical stamina

e Excellent communication skills and ability to build collaborative relationships

¢ Ability to foster a good team spirit

¢ Ability to transmit information correctly with accountability and maintain confidentiality

¢ Excellent organizational skills

e Ability to work under pressure and meet targets and deadlines

¢ Creative with coming up with new ideas & solutions

¢ Experience and ability to work in a busy office environment that often demands high

levels of concentration

Travel and/or Work Environment Requirement
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70% field work

30% office based

Due to the nature of operations frequent travel to Azraq camp is required
Language Requirements

Arabic and English skills
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