JOB PROFILE

Title

Administration Assistant | Job Profile Reference ADM.02

Line Manager

Admin Officer/Admin Job Profile Review date | 22/02/242

Coordinator

Functional Managerl | Admin Officer/Admin Location Duk or Twic East
Coordinator county, Jfriglei
state, Soyth Sudan |
JOB SUMMARY
The Administration Ag§sistant is responsible of the accounting, administration and HR anagement
functions in the base under the line management of Administrative officer/and or Proj:.-tt Manager;
he/she ensures that the Staff Internal rules and regulations, as well as the accounting guidelines are

being implemented an
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Assist in interpal & External Audits ‘

Preparation of hard files of accountancy for review by the Project Manager/Field Coordinator;

- Respect MdM Supply chain procedures and policies (quotations / orders 3
advance, reimbursement of MR approval;

- Guidance of project staff on HR administration and Financial policies shared by Admin

Officer/Coordinator |

- Toensure theluse of accurate budget codes allocated to project expenditures;
- Ensure the pr

Ovision of information to the Admin officer when the latter pfocesses the
payment of final settlement when ending working relation with employees (end| of contract,
resignation or dismissal);

- Assist the Admiinistration officer, that the “HR database” is updated at all times, ds ecially at
the end of each month,

- Assist the Admin officer in collection of attendance/leave, advances, overtime, absence and
deductions details of DUK & TWIC-E staff, and follow up the submission of these qci
by the field before the 18th of each month to AdminCo along with Salary databasg;

- Assist the Admin officer in managing the employee files, digitalization those, send triLe
original as per g¢heck list to Coordination office |

- Assisting Admin officer in orientation of new recruited staff

- Provide assistJnce to Admin officer, that all staff received the MdM empldyment and
Insurance cardg and also registered with NSIF;

- Assisting and neporting the monthly attendance follow-up of Incentive payment staff and
sharing the list bf staff to Admin officer for payment preparation |

- Liaised with Edobank/Company and arrange PHCs Incentives transfer with Agent for timely
cash distributioh,
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Competencies

Conceptual Competen’\les:

® Adherence to MdM and Humanitarian Values: Ability to apply MdM and Humanitafian Values;
® Indepth Analysis and Problem Solving: Ability to undertake an immediate correctiof regarding

a non-conformity, an incident or a problem, and to clarify the details involvéd such as
stakeholders anfl resources;

Transversal Competencies:

e Cultural Awareri:ss and Apprehension: Willingness to research and understand the cultural

context in whicH he/her is working;

¢  Flexibility and AF:lptability: Understand and Accept environmental changes related|to people,
tasks, work, decjsions, policies, etc.;

* Complexity and|Stress Management: Ability to evaluate his/her stress level, and|to list the

causes of the stress. In addition to the ability to evaluate the complexity, and selerity of a
situation;

® Accounting/Fina
management, f

ce Management Competencies: Ability implement and contrbl budget
nding management, in addition to verbal and written financial| reporting
proficiency, and feeting donors’ requirements;

Technical Competencie]‘

Required Qualification:
- General Technician in B-Lsiness, Administration, or relevant field of study

Linguistic Requirement
® Llanguage requiremehts: English, Arab and/or Dinka




Experience:
- Minimum 1-years’ e:ferience in Administration of Accountin
.i

g and Human Resources Management

- Experience in econonic/finance project management an NGO/INGO will be an asset
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