JOB DESCRIPTION
Mo ta cong viéc
Position title/Chirc danh: Accountant cum Admin/K¢é toan kiém hanh chinh
Directly reports to/Bao cdo true tiép cho:  Operations Manager/Quan 1y Van Hanh
Supervises/Nhan vién quan ly: N/A/Khong cé

Location/Pia diém lam viéc: Hanoi (with domestic travels)/Ha Noi (c6 thé cong
tac trong nudc)

Background/Gi6i thiéu chung vé té chirc

Established in Vietnam in January 2009, Live&Learn’s mission is to reduce poverty and foster
greater understanding and action towards a sustainable future through education, community
mobilization and supportive partnerships. Live&Learn is also a member of Live&Learn
Environmental Education (www.livelearn.org), with rich working experience in sustainable

community development and education in the Asia-Pacific.

LiveLearn provides equal employment opportunities (EEO) to all employees and applicants for
employment without regard to race, color, religion, sex, national origin, age, disability, or any
other legally protected status.

The Accountant & Admin Olfficer is responsible for managing all bank-based accounting and
financial tasks in compliance with internal regulations, donors' requirements, and Vietnamese
laws. Additionally, this role manages office administration and project logistics to ensure
smooth and efficient operations of the organization.

Trung tdm Séng va Hoc tap vi Moi trudng va Cong dong (Live & Learn) 1a mot to chire phi loi
nhuan va phi chinh phu dugc thanh 1ap ndm 2009. St ménh cta Live & Learn: Live & Learn
cam két xay dung, thiic day nhan thirc va hanh dong ciia cong dong vé phat trién bén viing va
trach nhiém v6i moi truong séng thong qua cac hoat dong gido duc, dbi thoai. Live & Learn 1a
mot thanh vién cua td chue gido duc moi truong (www.livelearn.org) véi kinh nghiém ddi dao
trong linh virc gido duc va phat trién cong dong bén virng tai Chau A Thai Binh Duong.

Live & Learn dam bao binh dang trong cong viéc vdi tat ca nhan vién va tng vién khong phan
biét chung toc, mau da, t6n gido, gidi tinh, qudc tich, tudi tac, khuyét tat hay lanh lan, hay bat ctr
tinh trang dugc bao v¢é hop phéap nao.

Vi tri Chuyén vién K& toan - Hanh chinh chju trach nhiém thuc hién toan b cong tac ké toan -
tai chinh qua ngan hang, ddm bdo tudn thu quy dinh ndi bg, nha tai trg va phap luat Viét Nam;
déng thoi quan ly, ho tro céc cong viéc van hanh hanh chinh van phong va hau can du an dé dam
bao hoat dong cta t6 chirc dién ra sudn sé, hiéu qua.


http://www.livelearn.org/#_blank
http://www.livelearn.org/

I.  Major Function/Chirc nang chinh

The Accountant & Admin Olfficer plays a core role in managing and executing all bank-based
financial and accounting operations of the organization, ensuring transparency, accuracy, and
full compliance with Vietnamese laws, donor requirements, and internal regulations.
Concurrently, this role oversees office administrative operations, manages facilities, and
provides logistical support for project activities, contributing to an efficient and professional
working environment at Live & Learn.

Chuyén vién Ké toan - Hanh chinh dong vai trd cbt 18i trong viéc quan 1y, thuc hién cac cong tac
tai chinh - ké toan qua ngén hang cua t6 chirc, ddm bao tinh minh bach, chinh x4c va tuan tha cac
quy dinh cta phap luat Viét Nam, nha tai tro va quy ché ndi bo. Pong thoi, vi tri nay phu trach
van hanh bé may hanh chinh, quan 1y co s& vat chat vin phong va hd trg hau can cho cac du an,
g6p phan tao dung moéi truong lam viée hidu qua, chuyén nghiép cho Live & Learn.

II. Main tasks/Nhiém vu chinh

1. Cong tac Ké toan & Quan ly Tai chinh/Accounting & Financial Management

v' Document Management/Quan 1y chirmg tur

Check and manage all original financial documents (including those of L&L partners) in
accordance with Financial Rules and Accounting Standards of L&L, its donors, and the
Government of Vietnam./Kiém tra va quan 1y cac ching tir tai chinh gdc ctiia L&L va cia d6i tac
theo dung quy dinh tai chinh va ché do ké toan ciia L&L, clia nha tai tro va cta chinh phil Viét
Nam.

v’ Accounting Entries/Hach toan ké toan

Prepare double-entry accounting transactions and input them into L&L's accounting software./
Thyc hién viéc hach toan ké toan cac nghiép vu phat sinh va nhap vao phin mém ké toan cua
L&L.

v Financial Reporting & Bank Management/Béao céo tai chinh & Ngén hang

Prepare monthly bank books, bank reconciliations, and trial balances/Lap bao céo thu chi tién
gui ngan hang hang thang, ddi chiéu s6 ngan hang va bang cin ddi cac tai khoan ké toan.
Prepare financial reports for assigned projects as requested by the Operations Manager./Lap
bao céo tai chinh cua cac dy an dugc giao bo1 Can bo Quan 1y Van hanh.

v’ Periodic Reporting & Tax/ Béo co dinh ky & Thué

Prepare periodic financial reports to local authorities including: reports to the Vietnam Union
of Science and Technology Associations (VUSTA), VAT refunds (if any), Personal Income Tax
(PIT), and other taxes (if any)/Lap céac bao cdo tai chinh dinh ky cho cac co quan chirc nang nhu:
Lién hi¢p cac Hoi Khoa hoc va K¥ thuat Viét Nam (VUSTA), bao c4o xin hoan thué VAT (néu
¢6), bao cao thué TNCN va cac loai thué khac (néu co)

v Budgeting & Capacity Building/Hd tro Ngan sach & Pao tao

Coach new staff & partners on L&L financial policies and procedures./Huéng dan chinh sach va

céc thi tuc tai chinh cho can bd cua L&L va ddi tac.

v' Support Operations Manager/Project Managers/Director to develop budgets for new



projects./ HS tro Quan Iy Van hanh/Quan 1y Du 4n/Giam ddc 14p ngéan sach cua dy an moi.
v’ External Liaisons/Giao dich d6i ngoai

Liaise with local banks, tax departments, and insurance agencies for all related matters (if any)/
Pam nhiém cac giao dich lién quan dén ngan hang, co quan thué, co quan bao hiém (néu co).

2. Administration & Operational Support/ Cong tac Hanh chinh & H6 trg' Van hanh
v' Information Management/Quan ly van phong & Luu trix

Establish and maintain internal information systems (e.g., library, office files, incoming/outgoing
mails, contacts, etc.)./ Xay dung va quan 1y hé théng thong tin ndi bo (thu vién, hd so van phong,
cong vin di/dén, danh ba lién hé...).

Handle office design/facility maintenance and maintain full and normal operation of office
equipment./Thiét ké, trang tri khong gian vin phong va bao tri trang thiét bi d& dam bao vin
phong van hanh lién tuc, binh thuong.

v Contracts & Logistics/Hop dong & Hau can

Draft service contracts for service providers and prepare required accompanying documents./
Soan thao hop dé)ng dich vu cho céc bén cung cép va chuan bj cac chung tir lién quan dinh kém

Help arrange travel, accommodation, and logistical services for field trips/HO trg sip xép
phuong tién di chuyén, dich vu luu tri va hau cin cho céac chuyén cong tac.

v’ Project Support & Other Tasks/H6 trg dy an & Cong viéc khac

Help project officers make working plans and arrange meetings./HS trg can b du an lap ké
hoach 1am viéc va siap xép cac cudc hop.

Assist other employees when available and carry out other tasks as required by the Operations
Manager/Director./Hd trg cac nhan vién khac khi c6 thoi gian phu hop va thuc hién cac cong
viéc khac theo yéu cau cua Giam ddc/Quan 1y Van hanh.

v Other tasks as required by Operations Manager/Director

Céc cong viéc khac theo yéu cau ciia Giam ddc/Quan 1y Véan hanh
III. Requirements/Yéu ciu

1.Education and Qualification/Bang cap

Bachelor’s degree in Finance and Accounting or in relevant fields/Pai hoc tai chinh, ké toan
hodc mot linh vuc lién quan

ACCA/CPA qualification or equivalent is an advantage/Bing ACCA/CPA hoic tuong duong s&
13 mot loi thé

2.Knowledge/Kién thirc
Understanding of Vietnamese accounting system/Hiéu vé hé thong ké toan Viét Nam

Knowledge of finance and accounting practices in Vietnam (preferably in NGO context)/C6 kién
thirc vé nhimg van hanh thyc t& vé tai chinh/ké toan & Viét Nam (kién thirc vé cac t6 chuc phi
chinh phu sé& cang tot)



Basic knowledge of environmental issues in Vietnam/Co6 kién thlic co ban vé cac van dé moi
truong tai Viét Nam

3.Experience/Kinh nghi¢m

At least 2 year of working experience in Finance and Accounting/C6 it nhat 2 nam kinh nghiém
trong linh vyc tai chinh, ké toan

Experience in complying with finance and accounting systems, policies and procedures,
preferably in the context of a non-profit organisation/C6 kinh nghiém trong vi¢c tuan thu yéu
cau cua hé thdng tai chinh/ké toan, cac chinh sach va thi tuc (trong mdi trudng céc td chirc phi
chinh phu cang tdt)

4.General Skills/Ky nang chung

Communications/Giao tiép

Interpersonal and teamwork/Ung xt va 1am viéc nhém

English: basic understanding and writing/Tiéng Anh: hiéu va viét co ban
Proficiency in MS Office/ Biét stt dung phan mém ctia Microsoft
5.Technical Skills/Ky nang chuyén mon

Accounting and financial management/Quan 1y tai chinh ké toan
Organisation & time management/T6 chirc va quan 1y thoi gian

Service orientation/Cé dinh hudng dich vu

Proficiency in accounting software. Knowledge of Quickbooks/Misa would be an advantage/St
dung thanh thao phﬁn mém ké toan. Biét phﬁn mém Quickbooks/Misa s€ 1a mot loi thé

6.Ability/Kha nang

Working under pressure, towards tight deadline and working overtime when required/Cé kha
ning lam viéc dudi ap luc dé hoan thanh cong viée trong thoi gian ngan va c6 thé 1am ngoai gio
khi can

7.Personality/Tinh cach

Detail focus/Tap trung chi tiét

Disciplined/Ky luat

Full of integrity/Trung thuc



