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AZERBAIJAN COUNTRY OFFICE

Finance/Coordination Officer
Save the Children Federation, international non-profit development organization working in Azerbaijan since 1993, is recruiting Finance/Coordination Officer for Baku office for 4 months.

The Finance/Coordination Officer responsible for the quality financial support of Baku office. The person reports to the CO Admin/Finance Manager.  The position is based in Baku.

Main responsibilities:
1. Preparation/submission and follow up of monthly, quarterly tax & pension reports.

2. Preparation of Baku payroll, review of sub office payroll, tax and pension calculations and etc.

3. Review and check of all Baku office vouchers. Verification and posting of data entered into systems.

4. Review sub office vouchers and sub office monthly/quarterly reports. Follow up and conduct monitoring visits as necessary, coordinate with sub offices on different financial issues

5. Always make sure there are enough funds in office safe and SC bank accounts for office operations.

6. Conduct daily and surprise cash reconciliations.

7. Assist in preparation of financial reports to HO.

8. Assist and organize internal financial workshops, trainings for sub office staff and sub grant staff as needed.

9. Immediately inform supervisor over any concerns regarding discrepancies or irregularities in reporting expenditure.  

Qualifications:

· University degree in related field
· Knowledge of financial systems

· 2 year experience in financial field

· Computer skills, especially Excel
· Knowledge of Sun system, Quickbooks is preferable

· Fluency in Azerbaijani and good knowledge of English is preferable

· Organizational and communicational skills

· Ability to work under pressure
Please email your CV to baku@savechildren.org   send to the attention of Lala Mammadova HR/Admin Officer no later than, February 08, 2010. Do not forget to mention the position you apply for. Only short listed candidates will be called for an interview and informed of their application status. Please do not follow up with phone calls.
