Outline TOR for Project Accountant/administrative assistant (21 persons- months/21 months)

Under the “Support to the Government visioning process and setting the road map for the visioning” project

A. Background:

Despite the clear views of the Party and the State of Vietnam are to continue the renovation and improvement of state management performance of the Government and this process has been continually undertaken for more than two decades, the biggest challenge to the successful implementation of the renovation and improvement of state management performance of the Government is a lack of a strategic vision on the state management functions of the Government of Vietnam to a certain period, such until 2020, at that time Vietnam is expected to reach a new development stage- a period of an middle-income country, fully becoming  a market economy with complete international integration. 

To address this challenge the Government of Vietnam has sent the request for the support from the Government of Sweden to carry out a project called Support the Government of Vietnam visioning process and setting the road map for visioning and signed the agreement on this assistance with the Government of Sweden. The main objectives of the project are: To carry out the renovation for improving the public management performance efficiency and effectiveness of the Government of Vietnam in the context of global integration and transition into a market economy through indentifying the vision to 2020 and setting the road map for visioning. 

The institutional vision of the state management function of the government is understood as positioning the State in the market economy through defining functions, mandates and organizational structure of the government and government agencies. The institutional vision of the state management function of the government till 2020, if developed, will be the basis for the identifying the relevant functions and mandates of the Government and relevant agencies, which will be incorporated into the amended Law on Government Organization. In addition, a series of other legal documents are also in need of consideration for amendment and revision in an uniform and systematic manner, and at the same time, the organizational apparatus of the government agencies must be adjusted accordingly. This process requires to be undertaken following a roadmap that is appropriate, feasible and flexible enough to adjust as needed. 

B.  Project outputs 

The project will deliver  three sets of outputs: (i) a set  of analytical reports with the recommendations on the Government vision and the visions of various ministries/government agencies to 2020, and the road map for implementing visioning; (ii)  a series of consultation and dissemination workshops to discuss and get concensus on the Government vision and the visions of various ministries/government agencies to 2020 and the road map for visioning; and (iii) the paper on the Government vision to 2020 to be submitted to the National Steering Committees for Drafting the amended Constitution and the amended Law on the Government Organization. 
C. Duties and Responsibilities of Project accountant/administrative assistant

Planning
1. Participate in preparation of project work plan;

2. Prepare quarterly advance requests to get advance funds from UNDP in the format applicable;

3. Ensure a sufficient advance for activities in the planned quarter;

4. Assist the PM, PC and NPD in project budget monitoring and project budget revision; and

5. Participate in quarterly work planning and progress reporting meetings with the PC, NPD, PMU, and Sida.

Accounting/ Reporting
1. Set up accounting system, including reporting forms and filing system for the project, in accordance with the project document;

2. Maintain petty cash transactions. This includes writing of receipts, preparation of payment request form, receipt and disbursement of cash and clearance of advances;

3. Prepare cheques and withdraw money from the bank;

4. Prepare project financial reports and submit to PM, PC and NPD for clearance and furnish to Sida as required;

5. Enter financial transactions into the computerised accounting system;

6. Reconcile all balance sheet accounts and keep a file of all completed reconciliation.

Control
1. Check and ensure all expenditures of project are in accordance with Sida and Government procedures. This includes ensuring that receipts are obtained for all payments;

2. Check budget lines to ensure that all transactions are correctly booked to the correct budget lines;

3. Ensure documentation relating to payments are duly approved by the NPD;

4. Discuss any potential problems with the PM, bringing any actual or potential problems to the attention of the NPD;

5. Follow up bank transfers. This includes preparing the bank transfer requests, submitting them to the bank and keeping track of the transfers;

6. Ensure Petty Cash is reviewed and updated and records are kept up-to-date;

7. To continuously improve system & procedures to enhance internal controls are satisfy audit requirements.

Bank reconciliation

1. Bank statements should be collected from the banks on the 5th working day of each month;

2. Bank accounts should be reconciled and reported on or before the 8th of each month;

3. Prepare monthly bank reconciliation statements, including computation of interests gained to be included into reports.
Inventory Register

1. Maintain a proper inventory of project assets register, including numbering, recording, and reporting;

2. Maintain the inventory file to support purchases of all equipment/assets.

Administration
1. Developing, maintaining and updating records for all project activities through proper filing system, including the financial documents;

2. Provide assistance to organization of project events, including workshops, seminars, and meetings.

3. Liaison with Sida, donors, government agencies to organize and follow up project activities

4. Responsible for the arrangement of meetings, workshops, training events

5.  Draft correspondence under instructions/authorization of the NPD and/or NPC

6. Taking notes and maintaining administrative reports on meetings and workshops 

7. Assist in preparation of work plans, reports, TORs, and other documents

8. Arranging visa, residence registration and related procedures for international consultants 

9. Assuring that all Sida requirements are followed in all administrative procedures

10. Assisting in translation/interpretation 

11. Other tasks as assigned.

Qualifications

1. University degree in accounting, finance or business administration,   

2. At least 2 years of experience of budgeting and reporting on foreign funded projects;

3. Knowledge in administrative and accounting procedures of the Government; Good computer skills in common accounting software;

4. Good knowledge of a computer-based accounting software;

5. Good communication skill  both spoken and written in English and Vietnamese language skills.

Remuneration condition:  
1. The level of renumeration corresponds with the qualifications and work experiences required for the post as referred to in the cost norms as provided for in the existing UN Cost Norms Guidelines.  
2. The payment of other related expenses follows the existing UN Cost Norms Guidelines.
