Vacancy Announcement

PROJECT BACKGROUND
[bookmark: _GoBack]The Sambridhi Pashim Nepal - Education and Health Improvement Project (2022-2025) is jointly implemented by the Rural Education and Environment Development Center (REED) Nepal (lead) and Action for Nepal (co-lead) with the support of the Australian Himalayan Foundation (AHF). The project will be implemented in Khaptad Chhanna Rural Municipality of Bajhang district. 

The proposed project aims to improve the health and education outcomes of the population of Khaptad Chhanna RM by strengthening the capacity of both education and health system stakeholders at different levels. The project will benefit school children from ECED to Grade 8, women of reproductive age group, teachers, parents, female community health volunteers, health workers, school and health management committees, and RM representatives. Particular attention will be provided to vulnerable people (women and girls, people with disabilities, Dalit and other minorities, children from single headed household and children from very poor families). Importantly, the project aligns with the key priorities of the Nepal government school education sector plan 2030 including teacher capacity development, improvement of school and municipal level education governance, capacity strengthening of local education authorities in education data management and formulation of education sector plan. The project also aligns with the Nepal Safe Motherhood and Newborn Health Road Map 2030 with a focus on strengthening the community health system and improving institutional quality of care in an equitable manner. It will strengthen the capacity of the RM and HFOMC in governance and management so that health facilities are better equipped, staffed and that effective services are provided to the community in accordance with the government Minimum Standard of Services (MSS) for health facilities.

	Key Position Information 

	Job Title
	Project Field Manager (PFM)

	Position Reports To
	Program Director (PD)

	Position Location
	Project Field Office, Khaptad Chhanna, Khaptad Chhanna Rural Municipality

	Position Purpose
	The Project Field Manager reports to REED’s PD primarily, but will also report to the PD of AF Nepal (health) to ensure efficiencies in reviews and approval process in preparing project documentation, annual plans and reports.
  
The purpose of the position is to manage and oversee the field team through guidance, technical advice and supervision of REED and AF Nepal Program Directors. The PFM will also regularly liaise with AF Nepal Program Coordinator and REED Administration and Finance Manager and AF Nepal Finance and HR Manager.

Expected Results/Outcomes and Outputs:

Education
1. Outcome: Khaptad Chhanna RM education system strengthened to deliver quality, inclusive education.

Outputs:
1.1 Improved governance, management and planning capacity of Khaptad Chhanna RM Local Education representatives by 2025
1.2.  Improved governance and management capacity in schools (38)  of Khaptad Chhanna RM by 2025
1.3. Improved teaching capacity of teachers of ECED to grade 8 in 38 schools in Khaptad Chhanna RM by 2025
1.4 Increased awareness and practice of GEDSI, child safeguarding and PSEAH in schools of Khaptad Chhanna RM and improved inclusion of vulnerable students in education and school activities
1.5 Improved capacity of schools of Khaptad Chhanna RM to meet education sector 'Prioritized Minimum Enabling Condition (PMEC)' and in ICT
1.6 Increased parental involvement / engagement in the learning / education of their children
1.7 Improved ability of RM to construct/renovate schools in line with DRR standards


Health
2. Outcome: Strengthened capacity of the RM health system to deliver efficient health care, particularly maternal child health and sexual and reproductive health services, in Khaptad Chhanna RM

Outputs:
2.1. Improved management and planning capacity of Health Coordinator- local health unit representative and the representatives of the RM at Khaptad Chhanna RM by 2025
2.2 Improved governance and management capacity of health facilities in 5 wards
2.3. Increased availability of essential equipment, medicines and medical supplies as per government's Minimum Service Standard in the health facilities of 5 wards in Khaptad Chhanna RM, with a focus on maternal, child, sexual and reproductive health
2.4 Improved availability and capacity of health staff, particularly in MCH and SRH, in selected health facilities of the 5 wards by 2025
2.5 Improved capacity of FCHVs in five wards of Khaptad Channa RM to raise awareness, provide regular service and refer women regarding MCH and SRH by 2025
2.6 Improved access by community members to health facilities and resources in 5 wards
2.7 Increased awareness and practice of GEDSI, child safeguarding and PSEAH in the health facilities of 5 wards of Khaptad Chhanna RM and improved inclusion of vulnerable community people in health
2.8 Improved ability of RM to construct/renovate health centres in line with DRR standards




	Key Objectives of the Position 

	Major Responsibilities:

A. Leadership and Human Resources
· Lead the Education Development Officers (EDOs), Health Officer (HO) and Finance Assistant (FA) in planning, implementation and monitoring of the project. Provide support, assistance and advice;
· Build a cooperative and competent team that adheres to REED, AF Nepal and AHF Codes of Conduct and policies.
· Ensure regular review of the EDOs, HO and FA work and conduct yearly performance review in liaison with REED and AF Nepal PDs. 
· Assist in developing the knowledge and skills of the EDOs, HO and FA.
· Manage and oversee the work of contractors and consultants as required.

B. Project Management, Monitoring and Evaluation
· Lead the project in the field and ensure effective and timely project implementation. 
· Ensure the project meets REED, AF Nepal and the Australian Himalayan Foundation policies and procedures requirements. 
· Ensure close coordination with REED Program Director and AF Nepal Program Director  at each stage of the project cycle (planning, implementation, monitoring, review and evaluation);
· Support the development of a strong monitoring and evaluation framework;
· Develop  and update the project implementation and monitoring plans, and the annual procurement plan, for both the education and health components of the project 
· Ensure monthly review and reporting of progress;
· Provide guidance and support to project staff and other education and health stakeholders in implementing monitoring plans and processes. 
· Ensure regular receipt of monitoring documents/means of verification for both education and health components as per monitoring and evaluation framework;
· Maintain robust  filing systems for all program management;
· Support baseline, midline and end line evaluation process as required.

C. Budget and Financial Management
· Assist REED and AF Nepal Program Directors in reviewing yearly budget;
· Manage the budget for the project, closely tracking expenditure against planned activities;
· Work closely with REED Administration and Finance Manager and AF Nepal Finance and HR Manager to ensure effective project management and reporting;
· Work closely with the FA to ensure that financial records are accurately maintained;
· Ensure cost effectiveness / value for money while implementing project activities;
· Ensure that procedures are in place to mitigate risks of fraud, theft, loss of income or inappropriate use of project funds;
· Coordinate with REED Administration and Finance Manager and AF Nepal Finance & HR Manager for the timely procurement of services and materials ensuring adherence to organisations’ procurement policies.
· Ensure adherence to REED and AF Nepal financial policies.

D. Coordination and Collaboration
· Coordinate with provincial social development ministry and district social development offices to exchange knowledge and skills in support of project implementation;
· Coordinate with Rural Municipality’s chair, co-chair, ward chair, education and health authorities to promote local ownership, seek their support and contribution, monitor project activities; 
· Conduct quarterly project review meeting and project supervision together with government officials;
· Ensure effective coordination with primary stakeholders of the project (ensuring individuals from vulnerable groups are included), involve them in project monitoring, and review and promote their views;
· Participate in meetings organised by the rural municipality, and by the education and health offices of the rural municipality;
· Regularly attend community level meetings such as those of School Management Committee (SMC) / Parents Teachers Associations (PTA), Health Facility Operation Management Committee (HFMOC), Health Mothers’ Groups (HMG), Female Community Health Volunteers; 
· Support the SMC and Head teacher in developing or updating School Improvement Plan (SIP);
· Support HFOMC, FCHVs and health workers while developing action plans.
· Provide guidance to R/Municipalities for developing Municipal Education Sector Plan and health sector plan.

E. Report preparation and submission
· Ensure development of timely and accurate progress and completion reports;
· Prepare quarterly financial expenditure progress and submit to REED Administration and Finance Manager and AF Nepal Finance & HR Manager;
· Prepare six monthly program progress report and submit to REED Program Director and AF Nepal Program Director ;
· Prepare project final report and submit to REED Program Director of REED and AF Nepal Program Director;
· Prepare other reports such as project progress review workshop, meeting and field visit records;
· Submit monthly reports to REED/AF Nepal based on activities undertaken. 
· Compile stories of change to share with donors and supporters.

F. Ensure safeguarding measures
· Contribute to assessing, mitigating and reporting on risks of child abuse and exploitation and sexual abuse and exploitation in the project area;
· Ensure child safeguarding measures are implemented by field staff; vendors and visitors associated with the project;
· Support the development and implementation of an effective incident reporting mechanisms both within the schools, health centres and in the community;
· Monitor school-based violence such as bullying, corporal punishmentb and sexual abuse;
· Ensure immediate reporting to REED and AF Nepal of any incident of abuse and exploitation;
· Follow directives of REED and AF Nepal for follow up required regarding incidents, including reporting to concerned authorities;
· Ensure safety of survivor, confidentiality and survivor centred approach. 

G. Representation of Sambridhi Khaptad Chhanna Project
· Participate in education program progress review meetings organised by rural municipalities;
· Represent REED and AF Nepal in annual program budget planning meeting / workshop organised by the Rural Municipalities; 
· Coordinate with other organisations working in the education and health sectors to ensure there is no duplication and to maximise project outcomes;  
· Coordinate project monitoring visits in the field and provide project briefing papers to external audiences.

Required Qualification
· Master’s Degree in Development Studies, Management or Rural Development. 
· Degree in education or health would be an advantage. 

Relevant Experience and Other Requirement
Work Experience
· At least 5 years’ experience in managing and monitoring community development projects;   
· Sound experience in leading staff and developing a strong team and performance culture;
· Strong understanding and experience in working with local government authorities and community level education and health institutions (SMC, PTA, HFOMC, FCHVs, Health workers);. 
· Proven experience of coordinating with government stakeholders at municipality, district, provincial levels would be an advantage  
· Solid experience in budgeting and financial management.

 Skills
· Leadership and team building
· Program management and monitoring 
· Ability to liaise with a range of stakeholders
· Knowledge of education and health program priorities, government planning process
· Proficiency in MS office application and google environment
· Effective oral and written communication skills in both English and Nepali 
· Knowledge of gender, disability and social inclusion preferably in education and health projects and services 






2. Position: Education Development Officer (EDO)
Position Based On: Khaptad Channa RM, Bajhang 
Required number: 1 (one)
Education Qualification: Bachelor Degree in Education (Preference to Master Degree in English/Math/Science Education)
Reporting to: Project Field Manager (PFM)

	Key Objectives of the Position 

	A. Capacity strengthening of teachers, head teachers, SMC members and RM education unit
· Support the processes for the various assessments to be conducted as part of the project (including re vulnerable children, disability, training needs, GEDSI and safeguarding knowledge, material available in schools,  capacity of the targeted stakeholders and schools).
· Assist in the development of the capacity strengthening plan, education sector plan, IEMIS system and education policy development at RM level.
· Facilitate the development and implementation of the capacity strengthening plan, SIP amendment and updates, teacher appraisal system at schools. 
· Provide support to REED Nepal training team to amend the teacher training package/training curricula/Leadership and governance training, SIP updates and amendments, based on the assessments conducted.
· Deliver the training/workshop/orientation to the teachers, SMC/PTA, child clubs and parents. 
· In-school support at schools to observe and facilitate the training transfer in classroom teaching and learning.
· Follow up training provided by experts to support RM and ensure implementation of the related activities. 

B. Improvement of classroom learning environment and children’s safety 
· Consult with SMC/PTA/Head Teachers/Teachers/Child Clubs about classroom learning environment and children safety.
· Facilitate identification of schools’ needs as per the Prioritized Minimum Enabling Condition (PMEC) in line with the scope of work defined in the project document.
· Distribute the materials to the schools as per identified support based on the PMEC.
· Provide support to install or fix the materials or items of equipment (computer, WASH facilities, library, etc.). 
· Liaise with technical experts about the construction activities in the field.

C. Monitoring, supervision and reporting 
· Visit school, meet head teacher, observe teaching and meeting with teacher after observation and review the record of student learning progress (8 visits to each school per year)
· Meet with SMC and PTA members (quarterly) to monitor project implementation (including review student learning outcomes progress, teacher and student attendance, subject wise lessons/unit completion, review of poor learning performer students and remedial teaching support to the low learning performers).
· Review the learning materials and status of their use in teaching, provide guidance for regular use of teaching materials in teaching and learning process.
· Provide support to prepare event reports, quarterly and annual reports, and submit to Project Field Manager.
· Develop case studies, collect relevant project photographs (with consent of concerned person) and record documents in file for evidence.
· Collect monitoring information including progress monitoring table / chart – to ensure progress of student and teacher attendance, and subject wise learning outcomes (quarterly).
· Review and check school records to ensure that students are retained at school or to identify drop outs and follow up.
· Communicate regularly to the PFM about emerging issues, community concerns and individual grievances for prompt resolution.
· Assist the Finance Assistant in detailing and reconciling all project expenses, in preparing plan versus actual expenditure sheet with justification (if required) and quarterly activities’ budget forecast.
· Participate in internal team meetings invited by PFM, share updates, listen to other team members and provide necessary advice / support if another member asks for help.
· Work with the PFM as a team member while conducting baseline, mid-term review and provide necessary support in project final evaluation.  
     
D. Coordination and Collaboration

· Assist the PFM in coordinating with the Education Officer of Rural Municipality, Ward Chair and school authority in order to receive their advice and increase their ownership to implement education related activities;
· Support the PFM in regularly meeting with the Rural Municipality’s chair and co-chair, and provide necessary update of improving quality learning of students as a result of project support;
· Support the PFM to participate in head teacher meetings organized by the Education Officer of Rural Municipality, share the positive changes brought by the project and identify any issues to be followed up..
· Organize and attend community level meetings such as SMC / PTA meetings. 
· Support to SMC and Head teacher while developing or revising school improvement plan (SIP) and ensure education supports is included in the SIP;
· Follow up the R/Municipalities to develop Municipal Education Sector Plan.

E. Ensure child safeguarding measures
· Contribute to assessing, mitigating and reporting on risks of child abuse and exploitation and sexual abuse and exploitation in the project area;
· Follow up support on the orientation on child safeguarding measures to SMC / PTA members; vendors and visitors associated to the project.
· Support the PFM for the development and implementation of an effective incident reporting mechanisms both within the schools and in the community;
· Sensitize school level stakeholders to minimize school-based violence such as corporal punishment, bullying and sexual abuse in the course of school visit/monitoring.  
· Ensure immediate reporting to Project Field Manager of any incident of abuse and exploitation;
· Follow directives of Project Field Manager for follow up required regarding incidents, including reporting to concerned authorities;
· Contribute to ensuring safety of survivor, confidentiality and survivor centered approach. 

F. Representation of Sambridhi Khapdat Chhanna Project

· Participate in the education program progress review meeting/ workshop/coordination meeting organized by rural municipalities as assigned by PFM.
· Coordinate with other organizations working in the education sector to scale up quality teaching and school learning environments.
· Accompany project monitoring visits in the field and provide support for project briefing papers to external audiences.

Required Qualification
· Bachelor Degree in Education (Preference to Master Degree in English/Math/Science Education)

Relevant Experience and Other Requirement
Work Experience
· At least 5 years’ experience of performing similar roles in education projects   
· Good understanding and working experience in working with local government authorities, community level education institutions – SMC, PTA - and teachers and parents.
· Proven experience of conducting teacher professional development training, SIP preparation and SMC / PTA capacity development training and safeguarding 
· Experience working in projects with children and with vulnerable groups an advantage
· Experience working in projects promoting gender equality, disability and social inclusion
· Experience on school curriculum, teacher training packages and teaching material development
· Training needs assessment, training session plans design, training facilitation.   

Skills
· Strong communication, facilitation and coordination skills
· Proficiency in MS office application and google environment
· Effective team player Good oral and written communication skills in both English and Nepali 
· Knowledge of gender, disability and social inclusion in education projects and services 



3. Position Heath Officer (Under Action for Nepal)
Based: Khaptad Chhanna Rural Municipality, Bajhang 
Qualification Education: Bachelor’s Degree in public health 

	Job Title
	Health Officer 

	Position Reports To
	Program

	Position Location
	Sambridhi Pashim Nepal - Education and Health Improvement Project Field Office, Bajhang

	Project Area: 
	Khaptad Chhanna Rural Municipality 

	Type of Job: 
	Full time

	Report to: 
	Project Field Manager, Field Office Bajhang, REED Nepal 



Action for Nepal is a high performing, community-centric organization building healthy, educated communities in Nepal through effective projects, sound strategies, efficient processes, and successful partnerships.
Action for Nepal is committed to respecting, protecting, and promoting internationally recognized human rights including civil and political, economic, social, and cultural rights, with particular emphasis on gender equality, the protection of children, people with disabilities and the rights of minorities, vulnerable and marginalized groups.

REED Nepal and Action for Nepal (NGOs) are AHF implementing partners. They work as a consortium approach in which REED is the lead and AF Nepal is the co-lead to implement the consortium project, “Sambridhi Pashim Nepal - Education and Health Improvement Project'' which aims to improve specific health and education outcomes for the population Khaptad Chhanna RM by 2025. REED Nepal is primarily accountable to manage and implement the education interventions and ensure achievements of the project education outcomes. Action for Nepal is primarily accountable to manage and implement the health interventions and ensure achievements of the project health outcomes. Both partners are fully accountable to coordinate with the municipal government authorities while implementing the health and education project activities. 

Purpose of the role

The Health Officer (HO) will work closely with Khaptad Chhanna health institutions including the basic health centres, health posts, health mothers’ groups, Health Facility Operation Management Committees (HFOMCs), FCHVs and rural municipality health authorities to deliver efficient health care, particularly maternal child health and sexual and reproductive health services. The position holder will work in a team led by the Project Field Manager (PFM) hired by REED Nepal and assist in planning, implementing and monitoring the health project activities. 
The HO is primarily responsible for facilitating and implementing the health activities to improve the service delivery of the   health facilities, increase community satisfaction of health services, contribute to strengthen HFOMC and support the FCHVs to conduct awareness sessions in the community effectively.  The HO will coordinate with ward level health stakeholders so that they can advocate for increased government resources in the health sector.
The HO reports to the PFM, but will also coordinate with AF Nepal Health Program Coordinator and Program Director while implementing health activities and will receive from them technical guidance and support as required. 
The HO will also work closely with the project Finance Assistant and Finance & HR Manager of AF Nepal while preparing financial reports, project expenses settlement/liquidation and quarterly budget forecast plans. 

Key Responsibilities

A. Project implementation and monitoring
The HO will work with a range of stakeholders as noted below:

RM representatives

· Work closely with the RM health authorities to develop the Rural Municipality Health Sector Plan and to improve management and planning capacity of the Health Coordinator- local health unit representative and the health representative of the RM.
· Improve ability of RM to rebuild/renovate health facilities in line with DRR standards


HFOMC

· Contribute to improving governance and management capacity of the Health Facility Operation Management Committees, including by conducting capacity assessments, development of capacity strengthening plans, organisation of training, regular monitoring and review (HFOMC meetings frequency, composition and attendance, health facility and staff management). 
· Monitoring HFOMC activities and hold at least six monthly meetings with HFOMCs of 5 wards to monitor action plan implementation and resourcing, skills uptake, HFOMC meetings and composition, participation of HFOMC members, conduct in depth interview with the female members of the HFOMC and to review health facility attendance records and staff performance.

Health Facilities and Staff

· Ensure availability of essential equipment, medicines, and medical supplies as per government's Minimum Service Standard in the health facilities of 5 wards in Khaptad Chhanna RM, with a focus on maternal, child, sexual and reproductive health and conduct quarterly stock management in coordination with the Health Post In charge.
· Assess and monitor staffing gaps, knowledge, skills, motivation and attendance of current staff, and capacity development/ training needs based on MSS in 5 health facilities of the 5 wards with a focus on MCH and SRH.
· Conduct monthly monitoring of funded staff salary support provided by HFOMC.
· Review and support the trained staff to implement knowledge and skills from training in selected health facilities of 5 wards.
· Monitor access to health services in the 5 wards and collect relevant data.

FCHV
· Support capacity strengthening of FCHVs to raise awareness, provide regular services and refer women regarding MCH and SRH and review capacity development needs annually.
· Conduct quarterly monitoring of FCHV activities, including to assess attendance of mothers in meetings, engagement of new mothers, mothers with disabilities, mothers-in-laws and male members of the family. 

Community

· Conduct meeting to mobilise community (including FCHVs, ward chairs, representatives of health mothers’ groups, other stakeholders), with input from PFM and health facility staff, to lobby HFOMCs for their health needs and for adequate funding for health facilities, including presentation of a list of needs with justifications.
· Support the PFM and other team members to conduct baseline survey, organize project start up workshop, share project expected outcomes and available project budget to the local stakeholders such as RM and  District Health Office.   

Construction team
· Liaise effectively with the engineers and construction team members for the construction/renovation of the health facilities.

Project Field team and consortium members
· Provide support to conduct baseline, midterm review and final evaluation of the project.
· Conduct regular monitoring, collect information from the field (including stories of change, lessons learned), effectively record documentation of the relevant reference materials and support the preparation of timely reports to consortium members.
· Provide regular and timely updates of the field activities to PFM, AF Nepal and project consortium members as required.

B. Documentation, Monitoring and Evaluation
Formally review capacity development needs of FCHVs in selected wards annually
B. Coordination, Collaboration and Representation
· Participate in a program progress review meeting organized by rural municipality and District.
· Represent AF Nepal in annual health program budget planning meeting / workshop organized by Rural Municipality. 
· Coordinate other organizations working in the health sector to scale up quality teaching and learning environments.
· Accompany joint project monitoring visit in field and share activities brief to external audience before monitoring the project in fields
· Coordinate with Health Program Coordinator of Rural Municipality, Ward Chair and HFOMC in order to receive their advice and increase their ownership to implement health related activities and to provide necessary updates of improving quality health services contributed by the project.
· Participate in HFOMC meetings
· Attend community level meetings such as FCHVs and HMG.
· Establish effective communication, linkage and networking with different health stakeholders (District Health Office, Municipality, Rural Municipality, Health coordinator, HFOMCs, Health facilities, FCHVs, HMG members), other NGOs and local government. 
· Build positive relationships with all the stakeholders in the district and community.
· Ensure that all project partners and stakeholders are kept regularly informed about the progress of the project activities.
· Ensure effective coordination with primary stakeholders of the project (ensuring individuals from vulnerable groups are included), involve them in project monitoring and review and promote their views.
· Develop an effective working relationship with project field team and project consortium members.
    D. Safeguarding and risk management
· Contribute to assessing, mitigating and reporting on risks, including risks of child abuse and exploitation and sexual abuse and exploitation, in the project area;
· Support the development and implementation of effective incident reporting mechanisms both within the health centres and in the community.
· Ensure immediate reporting to REED and AF Nepal of any incident of abuse and exploitation..
· Follow directives of REED and AF Nepal for follow up required regarding incidents, including reporting to concerned authorities;
· Ensure safety of survivor, confidentiality and survivor centred approach. 
· Contribute to raise awareness and practice of Gender, Disability and Social Inclusion, Child Safeguarding and Prevention of Sexual Exploiation, Abuse and Harrasment  with all health stakeholders.

Required Qualification
· Bachelor’s Degree in public health 

Relevant Experience / Requirement
Work Experience
· At least 5 years’ experience in working in health community development projects
· Strong experience in working with local government authorities and community level health institutions – community basic health centres, health posts, HFOMC, HMG, FCHV  
· Proven experience of conducting community level health sector planning    
· Experience of working in consortium projects is an advantage.
Skills and knowledge
· Good understanding of Nepal government health policies and strategies   
· Skills in training need assessment, providing mentoring support to health workers, FCHVs and HFOMCs in particular
· Sound understand of monitoring processes
· Proficiency in Microsoft office and google environment  
· Ability to liaise with a range of stakeholders and to communicate in English and Nepali 
· Knowledge of gender, disability and social inclusion in health 


4. Position: Finance and Admin Officer (under REED Nepal)
Required number:  1
Duty station: Khaptad Channa RM, Bajhang 
Reporting to: Admin/Finance Manager and Project Field Manager (PFM)
Required Qualifications/Competencies:
· Minimum Bachelor's Degree in Management, Accountant, Finance or relevant field
· At least Three (3) years of working experience in relevant field (accounting, administration and management)
· Ability in managing fund and provide feedback to the staff members
· Experienced in financial system, documentation, vouchering 
· Familiar with financial system and procurement policy of the law of land
· Excellent computer skills, including Microsoft Office package and internet
Major Responsibilities
a) Financing: 
· Maintain books of account and ensure standard documentation of each of Project’s transaction
· Carry out budget preparation and revision, monitoring, and analysis in a periodical basis
· Assist the external auditor during the Project’s audit and follow up auditor’s recommendation
· Undertake monitoring and provide necessary support to Central Office for the effective and efficient financial management of the project in the Project area
· Prepare periodic Trail balance, bank reconciliation, income and expenditures, budget and expenses report for Project
· Support for the management of project activities through timely release of funds, confirmation of accuracy of documentation and timely settlement of advance
· Assist Project Manager in budgeting and cash flow projection on quarterly basis
· Support for the preparation of periodic financial report and its presentation in the Project
· Facilitate Project team in integrated financial planning, budgeting and monitoring in accordance with financial guideline of Project
· Develop and maintain relationship with partners, banks, vendors, line agencies, communities, project staffs, in order to facilitate good financial management system and practices
· Comply with local tax laws and accounting procedure
· Handle and operate petty cash for daily operating expenses
· Maintain high confidentiality of documents and information and take adequate measures for safety and security of documents, information and other resources
a) Administrative: 
· Provide day-to-day project administrative support to Project Manager
· Maintain Project’s regulations and the existing policies 
· Manage assets register, carrying out physical verification of assets according to financial management rules and regulations and ensure accuracy of non- recurring items stock book
· Support in staff management including preparation and maintenance of personal file of each of project’s staff members and manage leave record, time sheet, field movement plan accordingly
b) Logistic: 
· Support procurement management process through development of Project’s annual procurement plan and maintaining documentation process
· Support the Project team with field movement of staffs, vehicle arrangement, lodging arrangement and so on
· Perform other duties as instructed by Supervisors


Apply Instruction:
Salary and Benefits will be based on policy of the organization. Qualified and interested candidates are requested to submit CV (maximum 4 pages) with two referees (current and immediate past line manager) along with covering letter to inforeednepal@gmail.com and to actionfnepal@gmail.com to reach the office latest 21st September, 2022. For more detail, visit website: www.reednepal.org  
Only short listed applicants will be contacted for further assessment process. The organization reserves the right to cancel or reject the application. Phone calls or any other enquiries will NOT be entertained and any type of solicitation will automatically disqualify the application. 

