Terms of Reference

Finance and Administration Officer 

WWF-PAKISTAN

Reporting to



: 
Senior Manager, Corporate Relations

Duty Station



:  
Karachi (Corporate Relation Department)

Duration and Type of Contract
:
Annual Renewable

Work Week       


:
5 (Monday to Friday) Days 

Work Hours



:
8:45am To 5:30pm

Salary Range



:
18,000 to 20,000 per month

Job Summary

Finance Officer will work under the supervision of Senior Manager, Corporate Relations. He will look after all the daily financial and administration matters. In addition he will also contribute in Fund-raising Campaigns of CR. 

Duties & Responsibilities

1. Assist in the preparation of monitoring and progress controls set in place by WWF-Pakistan.

2. Prepare different correspondences on the above matters and ensure follow up system;

3. Assist in preparation of payments requests/travel claims with the supporting documentation and liaison with WWF-Pakistan for payment follow-ups;

4. Prepare budgets and maintain financial disbursements and monitoring systems for monthly submission to WWF-Pakistan and donor.

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

6. Handle all financial, matters of the workshops meetings and seminars organized;

7. Prepare and maintain ledger for monitoring financial commitments, monthly financial statements, non expenditure property ledger;

8. Assist in the processing of financial claims and facilitate approval through ensuring appropriate documentation and record keeping in line with WWF-Pakistan rules;

9. Prepare monthly cash flow statements and bank reconciliation statements.

10. Coordinate and provide financial and administrative details time to time required by WWF management and auditors.

11. Maintain the inventory of all CR Campaigns

12. Sales Greeting Card Campaign according to the annual targets

13. Carry out any other duty assigned by the Manager, CR

Selection Criteria 

Candidates for the position of Finance and Admin Officer –should ideally have:

1. Education & Experience:

A degree of M.Com, MBA or MPA with at least 1-2 years of experience OR a B.Com with a minimum 5 years of experience;

2. Skills and Abilities:

· Personnel management skills;

· Problem-solving skills and results orientation;

· Good English Language (reading, writing and speaking skills);

· Demonstrated interpersonal communication, advocacy and leadership skills;

· Exceptional presentation skills;

· Sensitivity to gender and other current social issues in Pakistan;

Apply online through www.wwfpak.org not later than 25th January, 2012.

·      WWF-Pakistan is an equal opportunity employer.  

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

