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JOB DESCRIPTION

Finance Clerk
Updated June 2017
Job Title
: Finance Clerk
Reporting Relationship
: Directly report to Finance Manager

  No line to be supervised 
Location
: Phnom Penh
Job Purpose
: The position will assist finance manager and closely work with finance officer and finance assistant to effectively manage the financial matters of the NGO Forum and ensure that financial practices include payment vouchers, bank transaction, cash/fund transfer, advance and clearance, and daily cash custodianship comply with policies, procedures, and donors partners’ requirement. The position will work closely with finance team; admin team and program team to ensure that the internal control has been done to assure that all expenditures and incomes are used in accountability manner and transparency. 
This job description should be read in conjunction with the current action plan.

Job Responsibilities:
Assist to review payment vouchers to ensure accuracy and comply with financial policy

· Review and follow up with program staff to assure completeness and accuracy before handing to FA processing for payment

· Responsible on bring payment voucher and other documents to authorize officer for approval
· Call supplier to collect check/cash and make stamp “PAID” to the paid voucher and related documents
· Ensure that all income/payment vouchers are recorded in Excel Program 
Liaise with outsiders to ensue smoothly financial operation
· Collecting or receiving cash contribution or fund installment, membership fee, renting fee... and promptly deposit into appropriated bank account
· Make fund transfer to consultant, to donor, and others. Follow up cash or fund transferred and ensuring it is reached to intended person
· Assist FM to communicate with bank officer related to bank issues such as credit advice, deposit, receive bank statement
· Make declaration of salary tax, and tax for consultant to tax department

Ensure that all related financial documents are safely store and easy to access  
· Keep and maintain all accounting documents for auditing and other purposes
· Keep and maintain all accounting reports, including report of surprise check and document related to tax
· Keep and maintain vouchers in separated file for cash advance and equipment purchase

· Assist finance manager to keep donors correspondent (both in and out letters)
Common responsibilities of the NGO Forum on Cambodia
· Any other related duties as assigned by supervisor 
· Demonstrate an ongoing commitment to gender equality, equity, and diversity for NGOF’s activities

· Comply with all relevant NGO Forum on Cambodia policies and standard procedures

· Strongly promote team work environment by contributing ideas, listening to others and willingly taking on tasks that fall outside this job description, but related scope of work as directed by supervisor with the appropriate delegation

· Work constructively with colleagues in other programs and team to achieve the organizational mission
· Attend NGOF meetings and events, but does not limited to staff meeting, learning and sharing, staff retreat, program reflection, recruitment and selection, performance appraisal and feedback, etc.

Qualifications
Education

· Bachelor degree in Accounting and or professional qualification

Experiences

· Familiar with the assigned tasks

· Experience in using spread sheet for internal monitoring system

Skill
· Skillful in cross-check and review documents

· Strong computer skills, especially Ms. Office
· Proven ability to delegate, and transfer skill and knowledge to finance intern

· Good oral and written communication skills in both Khmer and English

Competencies:
· Demonstrated commitment to NGOF’s vision, mission, and values (Human Rights and Justice, Transparency and accountability, Sustainability, Cooperation and partnership, Peace, and Equity)
· Creativity/Initiative

· Commitment
· Communication

· Professionalism

· Team work

· Gender and diversity
Acknowledgement:
Date Assigned to this Position: ___________    Date of Next Appraisal: _____________

Measures of performance: Tasks as described in the job description above in conjunction with the Program’s current Action Plan.

Signature: _________________________ Name __________________ Date__________


(Staff Member)

Signature: _________________________ Name __________________ Date__________


(Direct Supervisor)

Signature: _________________________ Name __________________ Date__________


(Human Resource Manager)

Signature: _________________________ Name __________________ Date__________


(Next Line Supervisor)
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