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 GgÁkarra:qaCaGgÁkareRkArdæaPi)alkñúgRsukEdlTTYlkar]btßmÖEpñkhirBaØvtßúBITIPñak;garshrdæGaemrikedIm,IGPivDÆn_GnþrCati (USAID) kñúgkarGnuvtþn_kmµviFI 
suxPaBmata nigTarkenARbeTskm<úCa sMrab;ry³eBlR)aMqñaM (2009-2013) . GgÁkarra:qaRtUvkareRCIserIs buKÁlikCaGñkebIkbr nigEpñkCMnYykarrdæ)aledIm,IbMeBj 
Parkic©RbcaMextþekaHkug. 

muxtMENg :  GñkebIkbr  
TItaMgkargar :  sµac;manC½y nig ERsGMbil extþekaHkug 

karTTYlxusRtUv  

GñkebIkbrmantYnaTICaGñkdwkCBa¢ÚnbuKÁlikkñúgeBlbMeBjkargar rWebskkmµnana. GñkebIkbrsißteRkamkarRtYtBinitürbs;RbFansMrbsMrYl fñak;extþ.  
• RbtibtþikargarebIkbrEdl)ancat;taMgRbkbedaysuvtßiPaB nig suPaBrabsar nigpþl;nUvkarR)aRs½yTak;TgrvagGñkeFVIdMeNIr nig buKÁlik. 
• EfrkSarfynþeGay)ansa¥tTaMgkñúg nig eRkA sMrbsMrYldl;fañk;RKb;RKg nig buKÁlik edIm,IbeBa©ósbBaðaepSg² . 
• EfrkSaCaRbcaMnUvkMNt;Rtaral;bc©úb,nñPaBeFVIdMeNIr nig erobcMtamlMdab;tamsMeNIrbs;kariyal½yRsukRbtibtþi  b¤extþ . 
• ecHkargarCYsCulbnþicbnþÜc nigeFVIeGayR)akdfa rfynþRtUvEtmandMeNIrkarl¥ GnuvtþtYnaTI eGaymanRbsiT§iPaBeBlbMeBjkargar. 

KuNvuDÆiénkareRCIserIs³   
• manb½NÑebIkbrEdlmansuBlPaB nigmanbTBiesaFn_ ebIkbrya:gtic 3 qañM 
• mansmtßPaBebIkbrkñúgsaßnPaBGñkdMeNIreRcInedaysuvtßiPaB nig GacGan bkRsay elIsaøksBaaØepSg²enAtamdgpøÚv 
• GacGan yl; nig Rbkan;xa¢b; nUvc,ab; nig bTbBaØtþiepSg² énc,ab;cracrN_pøÚveKak 
• mansmtßPaB kñúgkarR)aRs½yTak;Tgl¥TaMgBaküsMdI nig kñúgkarsresr  GacksagTMnak;TMngl¥CamYyGñkeFIVdMeNIr rw Rkumkargar 
• mansmtßPaB yl;dwg BItMrUvkarénkarEfTaMyanynþ nig CYsCulbnþicbnþÜc 
• manTIlMenA b¤ sÁal;c,as;kñúgshKmn_mUldæan manqnÞ³ nigsmtßPaBcuHtamPUmi¼mNÐlsuxPaBkñúgtMbn;RKbdNþb;rbs;RsukRbtibtþi . 

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; 
 At least 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. 

kardak;BaküsuM   
ebkçCnEdlmancMNab;GarmµN_sUmdak;BaküedayP¢ab;CamYyRbvtiþrUbsegçbtamry³Gas½ydæandUcxageRkam. 
kariyal½ykNþþalGgÁkarr:aqa³ pÞHelx 160 pøÚv 71 sgáat;Tenø)asak; x½NÐcMkarmn RkugPñMeBj  TUrs½BÞelx³ 023  213 724 b¤ 
kariyal½ytMNagGgÁkarr:aqaRbcaMextþekaHkug³ PUmi 1 RkugexmrPUminÞ extþekaHkug TUrs½BÞelx³ 035 936 339 017 707 073  

B½tmanbEnßm sUmcUleTAkan;evbsay : http://www.racha.org.kh/opp.asp

putkMNt;Qb;TTYlBakü éf¶TI 25 mkra qñaM 2010 
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