C H E RAD CENTER FOR HEALTH ENVIRONMENT
RESEARCH AND DEVELOPMENT (CHERAD)

SCOPE OF WORK

ACCOUNTANT OFFICER

Position: Accountant Officer
At: Center for Health Environment Research and Development (CHERAD)
Address: No. 8C Vu Thanh Str., O Cho Dua Ward, Dong Da District, Ha Noi
Work time: From 8:00AM to 12:00AM, from 1:30PM to 5:30PM (Mon-Fri)
Report to: Tax Authority, Sponsors and CHERAD Leadership
General role
The Accounting Officer position will be based in the CHERAD office and will perform duties under the
direct supervision of the Manager. The Accounting Officer will also work with other personnel involved
in project accounting and finance.
Responsibilities
The Accounting Officer will be primarily responsible for CHERAD's financial and accounting matters:
e Ensure all financial transactions are fully recorded in accordance with Vietnamese law and
sponsor regulations.
e Prepare receipts, payments, cash and bank transfers payment orders
e C(Calculate salaries, wages, social insurance for staff and experts
e Monitor accounts receivable including advances from staff, experts and partners
e Financial settlement for each project activity
e Issue financial invoices for CHERAD's partners and customers
e Collect personal income tax from wages and salaries
e Work with tax authorities and banks on related procedures
e Support CHERAD's conferences, seminars and trainings
e Declare and settle personal income tax quarterly and annually
e Prepare CHERAD's annual financial statements
e Report detailed expenses as required by sponsors or CHERAD leaders
e [ssue financial invoices after the contract ends
e Draft contracts between CHERAD and partner organizations
e Coordinate with relevant parties to ensure timely payments to experts, partners and customers.
e Promote disbursement progress and compile monthly/quarterly reports

e Prepare budget estimates for CHERAD activities



e Manage all financial documents, invoices and accounting documents in accordance with
Vietnamese law and CHERAD

e Perform other tasks as assigned by Center Board
Requirements

e Have a university degree in accounting/finance

e Have at least 5 years of accounting experience in NGOs, businesses, projects.

e Have good skills and knowledge in financial management according to the regulations of
Vietnamese law and international organizations.

e Have good organization and communication skills, know how to coordinate and work in a team

e Work attitude is responsible, professional, cooperative and positive

e Office computer skills: proficiency in Anna or other accounting software is an advantage.

e Proficiency in English is an advantage.
Benefits

e Salary negotiable

e Social insurance and health insurance according to regulations

e Opportunity to work with leading experts in Vietnam

e Healthy, positive, creative working environment, with good support from the management team.
Application deadline: September 13, 2024
Application submission: CHERAD Office. Floor 6, No. 8C Vu Thanh Str., O Cho Dua Ward, Dong Da
District, Ha Noi.
Submission time: Office hours, from 9:00AM to 11:30AM and from 2:00PM to 5:00PM.
Application components:

e (V stating qualifications, experience and positions held

e Job application

® Resume

e Health certificate

e Photocopy of ID card

e Relevant degrees and certificates (notarized copies)

Interested candidates please submit your application according to the instructions above or via

email address: trungtammtsk@gmail.com



CHERAD TRUNG TAM NGHIE,N cUU \{A PHAT TRIEN
MOI TRUONG SUC KHOE (CHERAD)

MO TA CONG VIEC
CAN BO KE TOAN

Vi tri: Ké toan

Lam viéc tai: Trung tim Nghién ctru va Phét trién méi truong sirc khoe (CHERAD)
Pia chi: S6 8C Vii Thanh, Phuong O Cho Dira, Péng Pa, Ha Noi

Thoi gian 1am viéce: Sang tir 8h-12h. Chiéu tir 13h30-17h30. Nghi thi 7, CN

Bao cio cho: Co quan Thué, Nha tai tro va lanh dao CHERAD

Vai tro chung

Vi tri Can bd K& toan s& 1am viée tai van phong CHERAD va thyc hién nhiém vu dudi sy giam sat truc

tiép cua Quan ly. Can by Keé toan ciing s€ lam viéc voi cac nhan su khéac cd lién quan dén ke toan va tai

chinh du an.

Vai tro va nhiém vu

Can bo K& toan sé chiu trach nhiém chinh vé cac van d¢ tai chinh va ké toan cia CHERAD:

Nhigm vu Ké todn tai chinh ciia CHERAD

Pam bao toan bd cac giao dich tai chinh dugc ghi nhan diy du theo dang quy dinh ciia phap luat

Viét Nam va quy dinh cua nha tai trg.

Lap phiéu thu, chi, UNC tién mit, ngin hang

Tinh tién lwong, tién cong, BHXH cho can bo nhan vién va cac chuyén gia
Theo d&i cong ng gdm céc khoan tam ng ctia nhan vién, chuyén gia va di tac
Quyét toan kinh phi cho ting hoat dong du 4n

Xuit hoa don tai chinh cho cac dbi tac, khach hang cia CHERAD

Thu thué thu nhap c4 nhan tir cac khoan tién cong tién lwong

Lam viéc v6i co quan thué va ngan hang vé cac thu tuc lién quan

HG tro cac cudc Hoi Nghi, hdi thao, tap huén cuia CHERAD

K¢é khai, quyét toan thué TNCN hang quy, nim

Lap bao céo tai chinh nam cia CHERAD

B4o c4o chi tiét kinh phi theo yéu cau ciia nha tai tro hodc linh dao CHERAD
Xuéat hoa don tai chinh sau khi hop dong két thuc

Soan thao hop dong gitra CHERAD va céc t6 chirc ddi tac

Phéi hop v6i cac bén lién quan, dam béao chi tra kip thoi cho chuyén gia, ddi tac va khach hang.

Thiic day tién do giai ngan va tap hop bao cdo lanh dao hang thang/quy



e Lap bang du todn ngan sach cho cac hoat dong cia CHERAD

e Quan ly toan bo ching tir, hoa don tai chinh va tai liéu ké toan theo quy dinh ctia phap luat Viét
Nam va CHERAD

e Thuyc hién cac cong viéc khac theo su phan cong cta lanh dao
Yéu ciu niing luc

e (6 bang dai hoc chuyén nganh ké toan/tai chinh

e (o it nhét 5 nam kinh nghiém ké toan trong cac t chirc NGO, doanh nghiép, du n.

e (6 ky ning, kién thuc t6t vé quan 1y tai chinh theo quy dinh ciia phap luat Viét Nam va cac to
chtrc qubc té.

e (o kha ning t6 chirc va giao tiép tot, biét cach phdi hop va lam viéc nhém

e Thai do lam vi€c trach nhiém, chuyén nghiép, hop tac va tich cuc

e Ky nang tin hoc van phong: tbt, thanh thao phan mém Anna hodc phan mém ké toan khac cho céc
du én khéc 1a mot loi thé.

e Doc, nghe, nbi tiéng anh la mot loi thé.
Quyén loi

e Murc luong, thoa thuan

e Ché d6 BHXH, BHYT theo quy dinh

e (o co hoi lam viée véi cac chuyén gia hang dau tai Viét Nam

e Moi truong 1am viéc lanh manh, tich cyc, sang tao, duogc su hd tro tt tir nhom diéu hanh.
Thoi han ndp hd so: Tir ngay 04/9/2024 dén hét ngay 13/9/2024
Dia diém nép hod so: Trung tim CHERAD. Tang 6, s6 8C, phd Vii Thanh, O Chg Dira, Pong Pa, Ha
Noi.
Thoi gian nép ho so: Gio hanh chinh, tir 9h dén 11h30 va tir 14h dén 17h.
Thanh phéin hd so nhén su:

e CV néu 16 nang lyc kinh nghiém va cac vi tri da lam

e Don xin viée

e Soyéuly lich

e Gidy kham strc khoe

e (CCCD ban photo

e Bing cép, chimng chi lién quan (ban cong chimng)
Ung vién c¢6 quan tdm xin vui 10ng ndp hd so theo hudng dan & trén hodc qua dia chi email:

trungtammtsk@gmail.com



