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Current Opening– Accounts and Finance Officer, New Delhi, India
PWESCR seeks an energetic person with a can-do attitude to join its team as the Accounts and Finance Officer.

The Accounts and Finance Officer will be responsible for all aspects of the day-to-day running of PWESCR’s office in Delhi. He/She will supervise the accounts and finance department. 
Roles & responsibilities:

Supervisory Role
· Supervise the accounts/finance (AF) department.
· Manage all PWESCR funds.

· Implement all PWESCR office accounts policies.
· Submit monthly report on the status of accounts. 
Finance and Accounts

· In charge of the overall management of all aspects of accounts and finance for PWESCR. 

· Assist in preparing budgets for new project proposals.

· In consultation with the programme staff and Managing Trustee, prepare budget projections on a quarterly and annual basis.

· Review and scrutinize project related expenditures and financial documents submitted by the staff.

· Keep ED and programme staff informed 

· Assist in the preparation of applications for FCRA prior permissions from time to time.

· Maintain and update accounts and arrange for audits as needed.
· MIS – monthly, project wise, cash status and variance of budget with actual and explanation of variances

· Responsible for timely disbursement of salary/payments and admin expenses in consultation with the Executive Director.
· Legal compliance – TDS quarterly returns, annually and FCRA accounts submit on time.

This position requires demonstrated attention to detail, the ability to juggle many tasks at once, highly developed organizational skills, and strong oral and written communication skills (in English). The candidate should have a college degree with at least 3-5 years of experience handling accounts and finances. Preference will be given to candidates who have experience with NGO grant management, FCRA procedures, computer skills and an interest in social justice issues. Experience in working for not-for-profit is an advantage. 

Remuneration: 
Indian Rupees (INR) 20,000 to 30,000 per month depending on experience. The contract is for two years, with a probationary period of six months.


To Apply:
Interested applicants should submit the following:

· Résumé 

· Cover letter
· Two letters of reference 
These documents are to be submitted to: 

PWESCR, Job search
DD-29, 2nd Floor, Nehru Enclave
Kalkaji, New Delhi-110 019

E-mail: pwescr@pwescr.org 

No phone calls, please. Applications will be accepted until the position is filled. However, the first round of short listing and interviews will be conducted for all those who send in their applications before June 30, 2010. Only short listed candidates will be contacted. 
PWESCR is an equal opportunity employer and encourages women from marginalized communities to apply.


E-173, Kalkaji, 2nd Floor, New Delhi, India, 110019
Phone: +91(0)11-40536091 Fax: +91(0)11-40536095 
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