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Job Vacancy YW=ty

Bangladesh

The Leprosy Mission International-Bangladesh (TLMI-B) is a member of The Leprosy Mission (TLM) Global Fellowship which is an
International Christian faith-based organization, committed to changing the lives of persons affected by leprosy. TLMI-B is working in
Bangladesh since 1991 as a partner of the Government of Bangladesh to eliminate the cause and consequences of leprosy to achieve its
vision “leprosy defeated, lives transformed”. Also, it works for the social rehabilitation of people affected by leprosy, disability, and
social exclusion. Currently, TLMI-B invites applications from the interested and eligible candidates for its ‘Rural Health Program’ for the
following position:

Program Finance Manager (1 position), Job Location: Nilphamari.

o Assist the Program Leader in Financial management and compliance with TLMI-B’s policy, and taking financial decisions.

o Exercise accounting control over the groups of accounts within the program area.

o Prepare the Project Budgets and their analysis, activity-wise budgeting.

o Prepare Monthly Management Accounts of the respective projects and present them in the meeting where necesary.

o Prepare Budget Comparison, Receipts & Payments A/C, Income & Expenditure A/C, Balance Sheet as per organization schedule.
o Compute salary information for payroll and compile other payroll data as necessary.

o Develop financial reports for financial analysis, forecasting, trending, and results analysis.

e Prepare NGOB documents related to funding approval as well as prepare annul report for local Gov. authority.

o Responsible for the accurate and timely flow of financial information between the Program Leader, and the Admin & Finance Coordinator
in Dhaka, project partners, and donor organizations.

o Supervise the maintenance of asset Register, stock, staff benefit fund (PF & Gratuity), and revolving loan fund (if any) of TLMI-B
projects.

¢ Maintaining investment records and compliance with income tax regulations and assist the management for decision making for further
investment.

o Prepare to deposit tax pay roll manual tax calculation/reconciliations quarterly and annual tax processing, current tax compliance of staff
personal, organizational and submit the return on time.

o Cash management especially cash inflow and outflow budget, grant requisition, and day end cash checking
o Financial supervision and monitoring of the project activities and review of the authenticity of every payment before they are made.
o Assist in making necessary purchases and disposals as per the policy as a member of the local purchase & disposal committee.

o Effectively manage and coordinate with the accounting staff of the project to ensure the finance and accounting issues of the programs
run smoothly and effectively.

o Assist the project manager to prepare the annual budget, financial reporting, and external auditing.

o Apply working knowledge of applicable laws and regulations; verify documents for completeness and compliance with government and
donor agencies.

o Identify the needs for training and capacity building of finance staff to improve their skills in financial management and in preparing
financial reports.

o Induct new staff and provide ongoing guidance and training on project financial procedures.
o Any other related responsibilities or tasks as assigned by TLMI-B authority.

Requirements:

e Minimum M.Com. Having a professional diploma or certificate course in Finance & Accounting would have added advantage. CPA/
CA (CC) preferred.

e Minimum 7/8 years of progressively responsible accounting experience required.

o Must be able to prepare a full set of accounts in the absence of junior staff.

o Proven ability in collaborating with local government, and donor representatives from different cultural backgrounds.

o Proficient in MS Office packages (Especially, MS Word, MS Excel, and MS PowerPoint) with the advanced knowledge in the use of
financial software applications, databases, spreadsheets, and/or word processing required. Experienced in working with QuickBooks
Accounting software is preferred.

o A commitment to TLMI-B’s vision, mission, and work with and for people affected by leprosy, disability, and social exclusion.

o Ability to empower others and delegate responsibilities, ability to follow through, openness to learning, responsiveness, and pro-
activeness.

o Abbility to meet deadline.

e The Leprosy Mission International Bangladesh has a zero-tolerance policy toward any abuse, neglect, and exploitation of all people.
Successful candidates will be subject to reference and background checks as well as expected to sign and comply with TLMIB’s all
organizational policies, including the TLMIB Safeguarding Code of Conduct and the Safeguarding Children & Vulnerable Adults Policy.

Salary & Benefits:

Monthly Gross Salary BDT 45,000-48,000 (based on the competency of the candidate), along with other benefits (such as PF, Gratuity,

Annual Festival Allowance, Lunch Allowance, Mobile bill Allowance, Medical Allowance, etc.) as per organizational policy.

How to Apply:

The eligible candidates are requested to send an email along with a cover letter, updated CV including a recent Passport size photograph,

two referees (one must be the present Supervisor), and copies of the latest academic certificates to HR.Manager@TLMBangladesh.org on

or before June 4, 2022. Please write the name of the ‘Position’ you are applying for at the subject head of your email. Only short-listed
candidates will be called for an interview. Any personal persuasion/contact will be treated as disqualification.
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