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RESPONSIBILITIES:
1. Office accounting
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e Process staff payroll and taxes
2. Office administration

s Supervise administrative staff

REQUIRED QUALIFICATIONS:

organization

English.)

World Learning/Armenia

Position open at World Learning Armenia

» Maintain accounts as required under Armenian law, includes:
i. Monthly Tax calculations and remittances
ii. Official Government cash book
iil. Maintain general ledgar under Armenian accounting system
. Penodic Financial reports preparation and submission
« Review payment requests for accuracy and prepare check vouchers for signature
« Oversee office cash and accounts of regional offices

» Draw up employment contracts and other necessary agreements

= Advanced degree in accounting or finance
# Minimum three to five years of experience in accounting and management, preferably in an international
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» Oversee procurement and purchasing (subject to Finance Manager approval)
» Legal affairs: leases, registration issues

NGO STRENGTHENING PROGRAM

I\ T)',

The World Learning/ NGO Strengthening Program in Armenia, funded by the United States Agency for
International Development (USAID), concentrates on increasing the organizational capacity of the NGO
(Non-governmental Organization) sector in Armenia. World Learning currently announces a vacancy for
the position of a chief accountant

» Understanding and practical application of accounting and financial requirements of Armenian tax laws.
» Excellent knowledge of Armenian and English, Russian would be a plus. (Working language of the program is

Interested candidates should submit cumculum vitae (CV) stating the position applied for and names of three
professional references in hard copy no later than 5 PM on 18 March 2002 to World Learning's Yerevan office al 24
Moskovyan St, apt. 1. Candidates may consult the web sile [

http/f'www woddlearning .am for more information. Only
short listed candidates will be consulted. |
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