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Fund for Armenian Relief of America (FAR)

TITLE: Finance Spaciabst
TERM: Full-tima
DURATION: Parmanan
LOCATION: Yersvan, A

BRIEF DESCRIPTION OF THE ORGANISATION: Haadquarierad in New York

City, FAR is non-profit benevolent organization providing both shor-term and long-

lerm emergency relie! progams for the economic growth and social development
ol Armenia

JOB RESPONSIBILITIES: Undar the supervision ol the FAR Couniry Director,
the incumbent performs the lollowing duties:

* Record and process financial transactions including bank transactions and

reconciliation ol bank statements with the accounting records;

Maintain all fmancial documentation related o adminisirative and project func-
tons and keep all accounting files updated; 4
Prepare monthly financial reports 1o Country Director, Donar Organizations
and NY Headgquarer
Handle cash operations, control proper utization of the patty cash account,
including cash withdmwals and cash paymaenis;
* Provide cash activity reporis on monthly basis;
Prepare and develop budge! and analyze variances repors, snsure that
budge! adjuftments are made in accordance with program neads;
Checling payroll caiculations and empioyees othes payments
Maintain regular contacts with relevant FAR Branch Offices, local authorties
and Implementing parties 1o suppen and laciitate daily functions of the office:
Provide guidance and expert advice 1o management on all technical proce-
dures of fnancial and HA-relaled matters, prepare senice coniracts
Admirigier procurement procedures including preparation of procuremant
contracts and examining presented procurement requests;
Prapare and provide accounting information upon Finance Managers roquest
and other duties assigned by the immediate supanisor,
QUALIFICATIONS:

*  University degree preferably in finance and sconomics;

* Alleas! frve years of related expedence, preferably al inlemational organizations,

* Basic knowledge ol general accounting principles;

* Basic knowledge in computer based accounting programmes and cther office

managemant soffwars;

* Exceflent knowledge of Armaenian, English, Russian,

APPLICATION PROCEDURES:

A complete application form should consist of;

* Alefter ol motrvation (in English)

+ Detailled CV

Applications can be submitted via e-mail: ¢y @ laram

Flsate clearty mention in the subject line of the e-mail message the position tie
you are apphying for, olharwise an application will ba ignored!

ABOUT COMPANY: For more inlormation on FAR aciivity please visit URL-
www far am

ADDITIONAL NOTES: Only shon listed applicants will be contacted. No phona
calls, plaase.

OPENING DATE: November 10, 2007

APPLICATION DEADLINE: November 20, 2007
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