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" VACANCY ANNOUNCEMENT OF
FINANCE & ADMIN MANAGER

World Concern is a US-based global disaster response and sustainable community development agency. Our
mission is to transform the lives of those facing the most profound challenges of extreme poverty into lives
of abundance through disaster response and sustainable development projects. Since 1995, World Concern
Myanmar has been actively working in Kachin and Shan States, and Mandalay region, focusing on health,
nutrition, food security, protection, clean water and sanitation, livelihood development, and environmental
justice and protection.

We are seeking motivated, efficient, experienced, and dedicated national employees to join our
passionate team at World Concern Myanmar in the following position:

Position : Finance and Admin Manager

Reports to : Country Director

Location : Country Office, Yangon (with occasional travel to the project areas)
Supervises : Senior Finance Officer, Senior Admin & Logistics Officer

Why Join Us?

o Make a Difference: Be part of a mission-driven organization that impacts lives and communities.

e Professional Growth: Opportunities for learning and development in a supportive environment.

e Collaborative Culture: Work with a team of dedicated professionals who share your passion for
helping others.

o Comprehensive Benefits: Enjoy a competitive salary and benefits package.

Role Statement:

Guided by World Concern’s global strategic plan, the Finance & Admin Manager. (FAM) provides
leadership and direction to World Concern Myanmar in the areas of financial management, forecasting,
budgeting, accounting, reporting and analysis, compliance, administration and procurement. The FAM
oversees all financial and administrative systems and procedures to ensure transactions are compliant,
accurate, timely, and informative. The FAM especially ensures that complicated processes that involve
multiple departments are well-planned and executed, and that staff capacities are developed for these
processes. Complicated processes include budgeting processes for locations with multiple projects, staff
salary coverage, time use planning, and budgetary processes for consortia budgets. The FAM provides
relevant and practical financial and administrative reports to the Country Director and all management
team members to enable effective leadership of the Myanmar Country Program, and to ensure financial
leadership, reporting, and compliance are aligned with donor requirements and World Concern’s
strategic plan and objectives. This position also functionally reports to the International Finance
Director and works closely with the Asia Regional Finance Officer.

Key Responsibilities:
Leadership

e Serve on the Myanmar leadership team and participate in discussion concerning projects, financial,
HR and administrative decisions.
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Identify and p'lgﬁc;'p'o“‘se improvements and modifications to the financial management and budget
follow-up. Make recommendations for remediation of any identified problems and follow up to
assess results.

Provide training and mentoring to staff on World Concern financial policies and procedures,
financial best practices and effective internal controls.

Manage and supervise the performance of finance staff and head of admin.

Coordinate and supervise admin teams in supply chain management, assets management,
government coordination and office safety and security and administrative issues.

Represent World Concern Myanmar Finance in the INGO finance forum and other Finance
networks within the country. Build relations with finance staff and point persons from other
L/INGOs, multilateral and private organizations in order to have updated information about donor
trends and requirements, cash flow and banking systems, law and policy about revenue and taxation
of the government.

Lead and represent the Finance department of World Concern Myanmar in regional events such as
the Asia Leadership Team meetings.

Finance & Accounting

Responsible for reviewing and submitting all financial reports to the Myanmar Country Director and
International Finance Director, meeting the required monthly deadlines.

Review Cash requests from the projects and provide monthly cash request to International Finance
Director and World Concern Seattle, meeting required deadlines.

Oversee forecasting and budgeting operations for World Concern Myanmar by organizing and
controlling the budgeting process for the World Concern Myanmar office. Provide support to the
Program teams, Country Director, and International Finance Director in the preparation of the
budgets for new projects submission to institutional donors.

Respond to financial queries from donors and oversee submission of all financial reports as
required. Maintain and manage the donor financial reports and monitoring report tracking schedule.
Verify all grant financial reports reconcile with World Concern cumulative project financial reports.
Review the reconciliations of all balance sheet accounts on a monthly basis and ensure timely
completion.

Manage the following revenue projection in an accurate, complete and timely manner for World
Concern Myanmar to maximize coverage of organizational costs by donor grants and application of
RD and unrestricted funds towards growth opportunities — and that Management (CD, SLT) has
regular, accurate data to guide related decisions:

Long Term Pro-forma: use a tool that will project revenue and expenses for the various programs.
Analyze date and present recommendations to leadership.

Short Term Pro-forma: use the analysis from the projected revenue and expenses to recommend
future budget planning.

Review and analyze World Concern monthly financial statements and report the financial status of
the organization to the Myanmar management team on a monthly basis.

Assist Country Director and Project Managers in analyzing variance reports, recommending
adjustments and advising on program management decisions as necessary.

Review journal entries and complete any adjusting entries as necessary, including but not limited to,
time and effort allocation entries.

Assist Senior Finance Officer in guiding counseling the activities of the Finance Officers,
Accountants and Cashiers of World Concern Myanmar. Provide support in trouble-shooting
situations, regarding day-to-day financial operations and training as needed.

Compliance
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Make sure all financial documents are compliance with the requirements for supporting
documentation, following World Concern financial procedures. Ensure all additional documents
are obtained and procedures required by U.S. government grants or other donor requirements are
followed as applicable.

Supervise and coordinate both internal and external auditing requirements for the Myanmar Office
and field offices. Provide requested documentation to the WC headquarters office for the
organization’s annual audit, meeting deadlines as stipulated.

Liaise with external auditors as required and assist with the completion of the management letter
to WC senior management team.

Perform an internal audit function to ensure financial, admin and HR transactions and processes
comply with policies and donor requirements. This includes conducting compliance focused
monitoring visits. Prepare monitoring and corrective action plans after each monitoring visit.
Provide follow up training as necessary.

Review, existing and develop, implement and administer policies and procedures necessary for the
effective financial operations throughout World Concern Myanmar as approved by Country
Director and International Finance Director.

Comply with local legal requirements by studying requirements, enforcing adherence to
requirements, filing reports and advising the Country Director on needed actions.

Provide technical training in strengthening the capacity of partner’s finance staff in coordination with
WC Project Manager and approval from Partner’s leadership to align with donor requirements and
World Concern’s financial and compliance policies.

Administration

Manage and coach admin staff with explicit goal of capacity development.

Develop systems that ensure key accountabilities in procurement and Admin are coordinated,
achieved, and that progress is summarized in a way that keeps everyone on track and enables
reflection on progress and learning.

Act as a part of the WCM team that reviews and sets policy, leads retreats, and engages in strategy
development and implementation.

Oversees Administrative tasks in the Country Office which includes but is not limited to visa

processing, MOU approvals, meeting government requirements, and rent.

Qualifications:

Degree in business administration or similar field with strong background in accounting, or a
Bachelor’s degree in Accountancy with proven competencies in financial management.

(7) years accounting/financial management experience in a business and/or non- profit organization,
with at least five years in a leadership role, including oversight of staff, budget development &
management and internal control/systems management.

Proven ability to communicate and relate well across departments and in diverse settings.
Demonstrated ability to read, write, and speak English at an advanced level.

Working knowledge of accounting software packages and Microsoft Office.

Must have problem solving capabilities; be able to work independently while staying aligned with the
culture and strategic direction of the organization.

Work efficiently and professionally with a variety of personality types.

Willing to frequently travel to project areas

Auvailable for at least a two-year commitment.

Preferred Education, Skills & Experience:

Grant Compliance and Governance, including U.S., EU and Australian Government grants.
Licensed as a Certified Public Accountant or Certified Management Accountant.
Demonstrated ability to teach and train others in small group settings.
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Working Conditions:

e Requires frequent travel to different project areas in Myanmar and occasional travel within the Asia
region.

e Urban living conditions with exposure at times to challenging living conditions.

If you are passionate about making a positive impact and meet the qualifications, we encourage
you to apply for this exciting opportunity!

Application process

Interested candidates must fill up World Concern’s applicationform and attached CV, Covering
Letter to the following address or E-mail address with supporting documents.

World Concern Myanmar (Country Office)
No. 7/36 ], Golden Valley |* Street, Golden Valley Ward (1),Bahan
Township, Yangon.

Email: wemhr@worldconcern.org

Due to the urgent nature of this position, applications will be reviewed on a rolling basis, and
recruitment will be conducted as soon as a suitable candidate is identified.

Only short-listed candidates will be contacted for interview.

Note: Application submitted without these details WILL NOT be considered.

Apply Now and be a part of something greater. Together, we can transform lives and
communities.

Closing Date:3 June, 2025
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