JOB DESCRIPTION - FINANCE AND ADMINISTRATIVE OFFICER

	Position Title
	[bookmark: _Hlk207610306]Finance and Administrative Officer (FAO)

	Contract Type/LOE
	Project-based, Full-time

	Workstation
	Gaur, Rautahat

	Supervisor
	Provincial Project Coordinator and Finance Coordinator

	International relationships
	All project team members, NGO board/focal person, and project stakeholders

	External relationships
	Local and provincial governments and CSOs 

	Supervisory responsibility
	None

	Travel Requirement
	Frequent travel to the project LGUs and provinces in Nepal



ABOUT NGO
Campaign Nepal for Research & Development (Campaign Nepal) is a non-profit, non-political organization committed to promoting inclusive democracy, human rights, gender equality, and sustainable development in Nepal. The organization works with communities, CSOs, and government institutions at local, provincial, and national levels to strengthen civic engagement, social accountability, and participatory governance. As an implementing partner of the SAMA-SAMA Project, Campaign Nepal focuses on empowering women, youth, and marginalized groups to actively participate in democratic processes and influence policy change.

PROJECT OVERVIEW  
Campaign Nepal is seeking an experienced Finance and Administrative Officer to support its “SAMA-SAMA: Strengthening Civil Society for Inclusive Democracy and Human Rights Project.” The project aims to strengthen the capacity of civil society and increase civic engagement and democratic participation among women and marginalized groups (WMGs) by promoting inclusive governance, protecting human rights, and advancing gender equality. The project will be implemented in six LGUs across Madhesh province. 

POSITION OVERVIEW
The role involves managing efficient financial and administrative functions for the project. This includes processing daily transactions, maintaining accurate records, preparing financial reports, and ensuring compliance with government, donor, and organizational policies related to financial and administrative management. Responsibilities also include planning and analyzing budgets and expenditures, processing fund requests, conducting bank reconciliations, and providing procurement, logistical, and administrative support for project activities, in accordance with tax and social security regulations. Additionally, the role requires adhering to various financial guidelines and enhancing the capacity of project teams in financial compliance, reporting, and documentation, with the potential to extend support to CSOs and other project stakeholders. The role also involves executing other duties as assigned by the project team or partners.

KEY RESPONSIBILITIES
· Ensure efficient financial and administrative functions at the provincial level.
· Process daily financial transactions, collect supporting documents, maintain records, and facilitate financial audits.
· Prepare and submit fund requests as needed.
· Compile financial reports to meet donor compliance requirements.
· Maintain proper filing of vouchers and backup documents
· Safely store cheque books, banking documents, and other financial records.
· Prepare monthly bank reconciliation statements.
· Assist Civil Society Organizations (CSOs) with account management and record-keeping if required.
· Provide administrative support for project activities, including logistical arrangements for events and travel.
· Prepare staff salary sheets and coordinate the deposits of salaries, taxes, and other employment liabilities.
· Ensure the timely deposit of taxes, provident funds, social security contributions, and update records.
· Procure goods and services related to projects, ensuring compliance with organizational and donor procurement policies and regulations.
· Maintain accurate inventory records of goods and equipment and ensure proper control systems.
· Ensure adherence to development partners' and organizational financial guidelines.
· Any other duties assigned by the project team/partner. 

ESSENTIAL QUALIFICATIONS AND EXPERIENCE
· An advanced university degree in Accounting, Financial Management, or related discipline is essential. 
· At least four years of experience in finance, procurement, grants and contract management, HR, and administration within NGOs is desirable.  
· Proven ability to manage grants with expertise in financial analysis and reporting for donors and government entities. 
· Advanced proficiency in Microsoft Excel and familiarity with database systems and financial management software.  
· Understanding of donor and government financial reporting and compliance standards.  
· Experience developing anti-fraud frameworks, identifying policies, and assessing project fraud risks to establish adequate controls and response measures.  
· Capability to train and support non-financial teams (board members, PPC, CEF) in financial management best practices.  
· Excellent communication skills in both English and Nepali.  
· Knowledge of Nepal’s labour, procurement, and tax regulations.  
· Willingness to collaborate effectively and travel to project areas as needed.






