TERMS OF REFERENCE

Accounts - Trainee Grade T

WWF-PAKISTAN

Reporting to



: 
Sr. Manager Finance

Project / Department

:
Finance

WWF - Pakistan Salary Grade
:  
T

Minimum Experience

:  
 NIL

Location



: 
Lahore

Contract duration

: 
1 Year

Position/s



: 
1

Minimum Education
               : 
Post Graduate Degree in Finance, Commerce or a

                                                                         related field / ACCA Professional Stage Students or 

                                                             Affiliate

Summary 

1. Entry level position for students coming out of college, having very little or no experience. 

2. Should have strong academics / competency in the desired area of expertise.

3. Have sufficient skill to administer and execute general operations and achieve stated objectives / goals under supervision.

4. Should be able to work within set parameters.

5. The work will be assigned and reviewed by supervisors for quality.

Duties & Responsibilities

1. Assist in preparation of organization budgets and allocation of resources to meet those budgets

2. Help in generating various financial reports and analysis to help management in decision making

3. Assist financial coordinators in preparation of financial reports for national and international donors

4. Assist in preparation of financial estimates for the GAA’s (Govt. & Aid Agencies) projects which include united nations development programme, department for international development – UK, European Union, global environment facility and WWF family

5. Manage record of donor agreements, contracts and MOUs

6. Assist & coordinate external annual and project/programme specific audits

7. Assist in processing financial claims and facilitate approval through ensuring appropriate documentation and record keeping in accordance with WWF-P rules

8. Produce the required information for financial analysis and monitoring

9. Prepare monthly cash flow and bank reconciliation statements

10. Checking the correctness of receipt & payment vouchers with special emphasis on internal financial controls set in place by WWF-Pakistan

11. Assist in reviewing the best possible investment opportunities, and provide support in reconciliation and maintenance of investments record and profits thereof

12. Help in pursuing the cases and applications with tax authorities for withholding taxes in particular

13. Enter financial data in ACCPAC accounting system

14. Provide support in maintenance and reconciliation of fundraising stock

Required Skills & Attributes

1. A well-established personal commitment to nature conservation.

2. Excellent communications skills.

3. Able to take initiative in finding solution to problems.

4. Excellent financial analysis skills.

5. Flexible & adaptive to the work environment.

6. Make timely decisions and meet tight deadlines.

7. Superior English language (reading, writing & speaking) skills.

8. Able to work in a team and tackle problems as challenges to be met.

9. Has a strong inclination to learn.

10. Ability and willingness to work in the field.

11. Computer literacy.

12. Sensitivity to gender and current other social issues in Pakistan.

WWF-Pakistan is an equal opportunity employer.

WWF-Pakistan reserves the right to amend and upgrade these specifications from time to time, as may be required in the interest of the organization.

