[image: ]WWF-Bhutan
Job Opening






Job Title: 	Accountant  	
Job Family:	Field - Program Support 
Reports to: 	Finance Manager 	


World Wildlife Fund (WWF), one of the world’s leading conservation organizations, seeks an Accountant at the WWF-Bhutan. We are looking to hire a passionate, creative, and dedicated professional, always willing to push the boundaries, a great team player and overall, a good human being, who understands and appreciates the value of leading by example.

We are driven by the WWF Core Values:

COURAGE : We demonstrate courage through our actions, we work for change where it’s needed, and we inspire people and institutions to tackle the greatest threats to nature and the future of the planet, which is our home.

INTEGRITY : We live the principles we call on others to meet. We act with integrity, accountability, and transparency, and we rely on facts and science to guide us and to ensure that we learn and evolve.

RESPECT : We honor the voices and knowledge of people and communities that we serve, and we work to secure their rights to a sustainable future.

COLLABORATION : We deliver impact at the scale of the challenges we face through the power of collective action and innovation.

I. MAIN FUNCTION
Under the supervision of the Finance Manager, an Accountant is responsible to ensure all the financial and accounting systems are maintained in accordance with established accounting policies and procedures.

II.       DUTIES AND RESPONSIBILITIES:

1. Performs day-to-day book keeping and other accounting operations of the office.  This includes preparation of payment vouchers, journals for adjustment of expenditures, processing payments and keeping relevant documentation.
2. Enters financial transactions into accounting system (SAGE) and ensures that all transactions are correctly documented and that expenses are allowable according to WWF policies and procedures.  Organizes all receipts and other supporting documents.
3. Use of payroll systems for processing salaries and benefits every month.
4. Handles banking transactions, collects, and verifies bank statements, reconciles bank accounts every month end.
5. Close the accounts every month, quarter and annually as required and upload/submit the supporting documents accordingly Reviews advance reconciliations and claims for completeness and accuracy. Prompt follow-up on all accounts receivables and ensures that any such settled accounts are not carried over long periods.
6. Ensures that all travel advances are adjusted within the stipulated time period. 
7. Maintains all accounts files in a proper and systemic manner for future reference and auditing purpose.
8. Ensures safe custody of all financial documents and data.
9. Assist and submit financial reports to the supervisor for financial reporting purposes.
10. Work on any other assignments provided by the supervisor.

III.	WORKING RELATIONSHIPS:

Internal: 	  The Accountant will have to work closely with all WWF-Bhutan staff 
External: 	Interacts frequently with WWF US accounting, WWF network and conservation partners and occasionally with other non-staff individuals such as clients, service vendors and businesses.


IV.	MINIMUM WORK REQUIREMENTS:

Knowledge : 	Minimum of a Bachelor’s Degree in Accounts/Finance or equivalent.
Experience : 	At least 3 years of experience in performing accounting works in other similar organizations and familiarity with local laws.
Skills and Abilities
· Fluency in English and Dzongkha (written and spoken)
· Advanced working knowledge of ERP systems and MS Office Suite (Word, Excel).
· Should be able to work independently with minimum supervision and guidance from supervisors.
· Exceptional interpersonal and relationship-building competencies coupled with strong written and verbal communication skills.
· Ability to work effectively and under pressure on a variety of simultaneous complex initiatives and issues.
· Committed to building and strengthening a culture of inclusion within and across teams.
· Self-management and Emotional Intelligence: Stay composed and positive even in difficult moments, handle tense situations with diplomacy and tact, and have a consistent behavior towards others.
· Conflict Management: Surface conflicts and address them proactively acknowledging different feelings and views and directing energy towards a mutually acceptable solution.
· This position requires attention to detail, the ability to keep accurate financial records and the ability to effectively priorities and work accurately under time constraints.
· Committed to building and strengthening a culture of inclusion within and across teams.
· Identifies and aligns with WWF’s core values: Courage, Integrity, Respect, and Collaboration:
· Demonstrates courage by speaking up even when it is difficult, or unpopular.
· Builds trust with colleagues by acting with integrity, owning mistakes, and holding oneself accountable.
· Welcomes other points of view and ideas, recognizing and embracing different and contrary perspectives with kindness, curiosity, and encouragement.
· Makes conscious efforts to promote cooperative practices, behaviors, and ways of working across many groups and individuals. 


All queries regarding the position may be directed to the HR, WWF Bhutan at telephone nos. 02-323316/323528 or by email to hr@wwfbhutan.org.bt  
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