UNDP ER (Early Recovery) BIOGAS & MHP Project

Terms of Reference
	Position
	Accounts/Admin Officer

	# of Positions
	1

	Location
	Swat

	Qualification
	B.Com/MBA(Finance)/CA

	Experience
	At least 2 years relevant experience

	Duties & Responsibilities

	· Maintain and allocate the office Equipment and vehicles according to the WWF-Pakistan's rules and procedures.

· Make sure that logbooks of office vehicles, engaged in the field area are maintained.

· Make logistic arrangements for the field staff.

· Maintain the attendance and leave records and submit to regional Office on agreed timetable and as per given format.

· Maintain list, files, verify and reimburse medical claims.

· Make sure that telephone, fax machine and other utilities are in working order and are used judiciously.

· Maintain confidentiality of record and data as described in staff rules.

· Follow the procurement procedures for all the procurements in the area.

· Produce daily Cash and Bank reconciliation as per procedure prevailing in WWF-Pakistan and getting it approved.

· Maintain separate books of accounts i.e. Cash book, Bankbook, ledger and advance register. Maintain Cash in Hand in safe custody and maintain records of all payments paid in cash or cheques.

· Prepare all types of vouchers as required by the WWF-Pakistan's Accounting System primarily for respective Offices and where ever required for other Offices.

· Arrange and attach all the necessary documents for the Cash and Bank payments for respective Office such as agreements, contracts, purchase orders, travel order approvals and other authorizations by the competent authorities. 

· Prepare and send the financial data fortnightly or as required by the Program Office for processing, reviewing and onward submission to Head Office.

· Coordinate with respective Site Managers in order to obtain monthly forecast for the field office.

· Check and verify all the claims submitted by the staff for reimbursement. 

· Obtain proper quotations and attach with all the procurements and verify prices on case-to-case basis.

· Timely monitoring and adjustment of field and Program advances.

· Any other task assigned by the supervisor.


