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Women Protection Center (WPC) Nepal Vacancy

Announcement for the following post

Date: 17 January, 2023

Position: Accountant

Number: 1

Location: Hetauda Sub-Metropolitancity-4 Baasudev Marg

Qualification:

® Bachelor's Degree in Commerce or Business Administration with at least three years of experience and
progressively responsiblein administrative and financial work experiences in project accounting.

® Good knowledge of accounting and bookkeeping procedures, Familiarity with accounting
software- QUICKBOOKS, and Organizational and time-management skills.

® Previous experience and good computer skills with the ability to work with spreadsheets, and accounting
software packages with a sound knowledge of excel.

® Good working knowledge of financial reporting standards and experience in the financial management of
donor-funded projects/programs.

® Good understanding of Nepalese tax regulation.

® Good Knowledge of financial monitoring, financial compliance, and auditing.

® Analyze reports and prepare a strategic financial plan.

® Capacity to coordinate and guide the admin and finance team.

FAAATT FETSTAT TARTLERAT

Key Responsibilities (but not limited hereby):

® Maintain accounting on the software(QUICKBOOKS) for day to day smooth financial and accounting
operations. Comply with the accounting & financial and HR manuals of the WPC Nepal organization.

® Prepare annual and monthly project budgets in combining with Program Coordinator & Director. Work closely
with the WPC Nepal office team as instructed by the Director.

® To prepare and overall staff's payroll, ensure payroll of staff or remuneration complying with local taxation
and labor law.

® Orient the WPC Nepal's staff about the organization's financial and regulations rules and regulations.

® Ensuring overall project's financial transactions are properly authorized, and recorded, have adequate
supporting documentation, and can be easily extracted for the purposes of preparing financial statements and
audits.

® Maintain office inventory of project (Furniture, Fixtures, and Equipment - FF&E) and ensure repair and
maintenance.

® Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed
supplies; placing and expediting orders for supplies and verifying receipt of supplies.

® Preparing all documents for Social Welfare Council Nepal related to finance.

Pleasedropthe application withthe following documents by 25 January, 2023 at the Women Protection Center's
office or send it toadmin@friendsofwpcnepal.org Contact No.057-527095

® Application letter

® Curriculum Vitae (C.V.)

® Experience letter

® Certificate of Academic Qualification

® | Photocopy of Citizenship card

Note:— Salary will be Negotiable
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