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POSITION : ADMINISTRATIVE ASSISTANT
DUTY STATION : SMACH MEANCHEY, KOH KONG PROVINCE
MAIN RESPONSIBILITIES:
= Assist the Provincial Coordinator (PC) to manage activity project proposal development, submission and reconciliation;
= Manage the whole office require office supply telephone and email, appointment arrangement, purchase and logistic support;
Cross check expense against activities and report to the involve units/team;
Budget proposal for training/workshop clearance activities,
Keep track all expense report of the project activities;
Responsible for general accounting including petty cash, and financial management;
DUTY STATION : PHNOM PENH
MAIN RESPONSIBILITIES:
= To cross-check LSO travel expense against activities and report during LMIS Bi-monthly meeting;
To keep track proposal, expense and cross check on unit expenses and making report;
To monitor and request money to recharge into SIM of OD and Provincial Drug Office for transferring data;
To keep request of computer repairing, monitor reparation and send back to the field;
To assist in organizing LMIS meeting or workshop, and update monthly indicator report for sending to M&E unit;
Follow up OD data sending and collect raw data from different OD to prepare to be indicator of LMIS unit;
Coordinate and schedule with partner for conducting OD evaluation.
SELECTION CRITERIA:
= University degree in Management and/or Accounting/Finance;
= General Administrative or related field;
= Atleast 2 years in prior work experience with Admin/Accounting;
Ability to work with government officials and NGOs staff;
Good command on computer literacy — word processing, Excel, spread sheet software;
Good interpersonal and communication skills; good in English and Khmer, both written and spoken.
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