JOB DESCRIPTION
Mo ta cong viéc

Position title/Chirc danh: Accountant/Ké todn
Directly reports to/Bdo cdo truc tiép cho: Giam dbc/Director

Supervises/Nhan vién quan ly: N/A/Khong c6
Location/Dia diem lam viéc: Hanoi (with domestic travels)/Ha Noi (c6 thé di
cong tac trong nudc)

Background/Gi6i thiéu chung vé to chirc

Established in Vietnam in January 2009, Live&Learn’s mission is to reduce poverty and foster
greater understanding and action towards a sustainable future through education, community
mobilization and supportive partnerships. Live&Learn is also a member of Live&Learn
Environmental Education (www.livelearn.org), with rich working experience in sustainable
community development and education in the Asia-Pacific.

LiveLearn provides equal employment opportunities (EEO) to all employees and applicants for
employment without regard to race, color, religion, sex, national origin, age, disability, or any
other legally protected status.

The Accountant will join Live&Learn’s meaningful work in air pollution and sustainability
education for children and youths, schools, businesses and communities in Vietnam.

Trung tdm Séng va Hoc tdp vi Méi truong va Cong dong (Live & Learn) 1a mot to chire phi loi
nhuén va phi chinh phu duoc thanh 1ap nam 2009. St ménh cua Live & Learn: Live & Learn
cam két xdy dung, thic ddy nhan thirc va hanh dong cia cong dong vé phat trién bén vitng va
trach nhiém v&i moi truong sdng théng qua cic hoat dong gido duc, ddi thoai. Live & Learn 1a
mot thanh vién cua t6 chirc gido duc mdi trudng (www.livelearn.org) véi kinh nghiém ddi dao
trong linh vuc gido duc va phdt trién cong dong bén viing tai Chau A Thai Binh Duong.

Live & Learn dam bao binh dang trong cong V1ec voi tat cd nhan vién va ung vién khong phan
biét ching tdc, mau da, ton gido, gidi tinh, qudc tich, tudi tic, khuyét tat hay lanh lin, hay bat clr
tinh trang dugc bao v¢€ hop phép nao.

K¢ todn s€ tham gia vao ciac cong viéc c¢6 y nghia ctiia Live & Learn trong gido duc bén vitng va
0 nhiém khong khi cho tré em va thanh nié€n, cac truong hoc, cadc doanh nghiép va cong dong tai
Viét Nam

I.  Major Function/Chirc nang chinh

The Accountant is one of the key members of L&L’s finance team who is expected to provide
high quality and professional accounting and finance services through various daily work.


http://www.livelearn.org/#_blank
http://www.livelearn.org

K¢é todn 13 mot trong nhitng thanh vién chi chét ctia bo phan tai chinh ciia L&L. Ké todn sé& c6
nhiém vu cung cap cic dich vu tai chinh, ké todn c6 chat lugng cao va mang tinh chuyén nghiép
thong qua cac cong viéc hang ngay.

II. Main tasks/Nhiém vu chinh

- View and comment on contracts, proposals, agreements, official dispatches... (referred to
as legal documents of the center and projects)

Xem va cho ¥ kién vé hop ddng, dé xuit, thoa thuan, cong van....(goi tit 1a chimg tir
phap 1y cua trung tdm va cua céc du an)

- Responsible for checking and managing all original financial documents (including
those of L&L partners) in accordance with Financial Rules and Accounting Standards of
Live and Learn, its donors and the Government of Vietnam,

Chiu trach nhiém kiém tra va quan Iy cac chimg tir tai chinh gbc ctia L&L va cia ddi tac
theo dung quy dinh tai chinh va ché do ké toan cua L&L, ctia nha tai tro va cia chinh
phu VN

- Prepare double entry accounting transactions and input in L&L accounting software.

Thuc hién viéc hach todn ké todn céc nghiép vu phat sinh va nhap vao phan mém ké todn
cua L&L

- Prepare monthly bank book & financial reports of projects
Lap bao cao thu chi tién giri ngan hang hang thang, bdo cdo tai chinh cta cdc du 4n

- Prepare periodical financial reports to local authorities including: reports to Vietnam
Union of Science and Technology Associations (VUSTA), VAT refunds (if any), Personal
Income Tax (PIT) and other types of tax.

Lap céac bdo céo tai chinh dinh ky cho cic co quan chirc nang nhu: bdo cdo cho Lién hi¢p
cac hoi khoa hoc va k¥ thuat (VUSTA), bdo cdo xin hoan thué VAT (n€u c6), bdo cdo
thué TNCN va céc loai thué khdc

- Prepare basic monthly financial organisational reports such as: bank reconciliation, trial
balance and other report

Lap céc bao céo tai chinh cta td churc co ban nhu: Can doi s6 ngan hang, bang can doi
cac tai khoan ké toan va cac loai bao cao t6 chirc khac

- Coaching new staff & partners on L&L financial policies and procedures
Hudng dan chinh sach va cac thu tuc tai chinh cho can bd cua L&Lva doi tac

- Support Project Managers/Director to develop budget for new projects
Ho trg quan ly dy an/Giam doc 1ap ngan sach cua du an méi;

- Liaising with local banks, tax department for all related matters.
Pam nhiém cac giao dich lién quan dén ngin hang, co quan thué.

- Other tasks as required by Director
Céc cong viéc tai chinh khéc theo yéu cau cua Giam doc.

III. Requirements/Yéu ciu

1. Education and Qualification/Bang cip



chinh

®  Bachelor's degree in Finance and Accounting or in relevant fields
Dai hoc tai chinh, ké toan hodc mot linh vuc lién quan

o  ACCA/CPA qualification or equivalent is an advantage
Bang ACCA/CPA hoic tuong duong s& 1a mot loi thé

Knowledge/Kién thirc
e  Understanding of Vietnamese accounting system
Hiéu vé hé thong ké toan Viét Nam

o  Knowledge of finance and accounting practices in Vietnam (preferably in
NGO context)

Co kién thirc vé nhitng van hanh thyuc té vé tai chinh/ké toan & Viét Nam
(kién thtrc vé céc to churc phi chinh phu s€ cang tot)

®  Basic knowledge of environmental issues in Vietnam

Co kién thuc co ban vé cac van dé moi truong tai Viét Nam

Experience/Kinh nghiém
®  Atleast5 year of working experience in Finance and Accounting
Co it nhat 5 nam kinh nghi¢m trong linh vyc tai chinh, ké toan

®  FExperience in complying with finance and accounting systems, policies
and procedures, preferably in the context of a non-profit organisation

Co6 kinh nghiém trong viéc tuan tha yéu ciu cta hé thong tai chinh/ké

toan, cac chinh sach va thu tuc (trong méi truong cac to chirc phi

phu cang tbt)

General Skills/Ky nang chung

e  Communications/Giao tiép

o  [Interpersonal and teamwork/Ung xir va 1am viéc nhom

o  English: basic understanding and writing/Tiéng Anh: hiéu va viét co ban

e Proficiency in MS Office/ Biét sir du phin mém ciia Microsoft

Technical Skills/Ky nang chuyén mon

e  Accounting and financial management/Quan 1y tai chinh ké toan
e  Organisation & time management/ T6 chirc va quan 1y thoi gian
° Service orientation/Cé dinh hudng dich vu

®  Proficiency in accounting software. Knowledge of Quickbooks would be
an advantage/St dung thanh thao phan mém ké toan. Biét phan mém
Quickbooks s& 1a mdt 1gi thé

Ability/Kha nang

° Working under pressure, towards tight deadline and working overtime
when required/C6 kha nang lam viéc dudi ap luc dé hoan thanh cong viéc
trong thoi gian ngan va c6 thé lam ngoai gio khi can

Personality/Tinh cach



Detail focus/Tap trung chi tiét
Disciplined/Ky luat
Full of integrity/ Trung thuc



