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SDF/Admin/Recruitment/2017/




                      March 3, 2017
Vacancy Announcement

Job Type

: Professional Recruits
Agency

: SAARC Development Fund Secretariat, Thimphu, Bhutan

Term of Service      
: For three years; extendable for a non-renewable period of another three years under exceptional circumstances

Vacancy Number     : SDF-RQ-M .............. and ...............
Place of posting
: Thimphu, Bhutan.

The SAARC Development Fund (SDF) Secretariat was inaugurated during the 16th SAARC Summit in Thimphu, 2010. The SDF Secretariat has the following professional category vacancies for athree (3) years term, extendable for a non-renewable period of another three years under exceptional circumstances:

1. Assistant Director, Administration and Finance (SDF-RQ-M ...........)
Job responsibilities:

· Responsible for the daily oversight of administrative, financial and internal operations of the SDF Secretariat.
· Co-ordinate on finance, procurement, administration and human  resource management requirements of the SDF.
· Serves as a financial resource to the departments and units and works closely with management on policies and procedures to ensure compliance and create standards and best practices.
· Analyze and present financial reports in an accurate and timely manner; clearly communicate monthly and annual financial statements; collate financial reporting materials for all segments, and oversee all financial, project/program and grants accounting.
· Ensure that the accounts of the SDF are maintained as per international accounting standards.
· Oversee the formulation of the annual SDF administrative budget, reviews and reallocates budgeted funds as priorities change, provides periodic reviews of budgetary status for departments and units as needed or requested.
· Further develop SDF’s human resources and administration, enhancing professional development, compensation and benefits, performance evaluation, training and recruiting.

· Implement a robust e-governance contracts management and financial management/ reporting system; ensure that the contract billing and collection schedule is adhered to and that financial data and cash flow are steady and support operational requirements.
· Ensure timely completion of audits of accounts. 
· Carry out any other relevant activity related to Finance & Administration and any other responsibilities assigned by the CEO. Act as a checker/first level approver before recommendation to Director/CEO for finance and administrative team functions.

· Assists in developing and implementing short and long-range plans, conceptual designs, and capital outlay (budget) requirements and documentation.

· Monitors the formulation and coordination of account specifications, requirements for monetary transactions, and associated documents; reviews and approves negotiated agreements for area(s) of assigned responsibility.  
· Portfolio management and investment strategy formulation.
· Reviews cost factors and estimates used in planning, organizing, and scheduling work, preparing bids, selecting vendors or subcontractors, and determining cost effectiveness; reviews and approves documentation relating to needs specific to assigned area(s).

· Knowledge of all Microsoft Office software and able to learn and use institutional software systems.
· Mobilization of funds for projects.

· Strategic alliance with financial institutions for co-financing of projects in SAARC region.
Carry out any other responsibilities assigned by the CEO. S/he shall report to the Director of Social Window/Admin/Finance and CEO. 
 (b) Qualification, Skills and experience required: Interested candidates must 
· Certified Chartered Accountant or possess a post graduate degree in Accounting/Finance/Business Administration from an institution of international repute/recognition (higher professional degree would be added advantage), 
· Have minimum of 10 years of practical experience in general administration and finance, 
· Be between 30-40 years of age (as on April 3, 2017),
· Must be a bona fide citizen of a SAARC Member State i.e. Afghanistan, Bangladesh, Bhutan, India, Nepal, Maldives, Pakistan, and Sri Lanka,
· Strong written and spoken communication skills in English.
(c) Remuneration: 
· Net (tax free) monthly salary of US$ 2,600 per month,
· Leased accommodation of US$ 475 per month,
· Education allowance for two children up to class 12 or equivalent,
· Medical reimbursements for self and family,
· One time furnishing/ settlement allowance of US$ 2,000, 

· Home leave passage for self & family once in 18 months and other admissible joining expenses reimbursements,
· Duty free purchase/import privileges in Bhutan.  

2. Assistant Director, Social Window (SDF-RQ-M ...........)
     Job responsibilities:

· Project execution, documentation, work breakdown structure, monitoring and controlling and project control systems.

· Develop and execute project e-management systems, portfolio management, virtual Project Management/Development/ and closing procedures.
· Project reporting structures and mechanism i.e. weekly, monthly, biannually and annually.

· Development and Management of programme and project plans (sometimes multiple plans) reviewing the plans regularly to ensure tasks and milestones are being achieved in a timely manner and Preparation of governance reports, project status reports, presentations, agendas etc. 

· Take an active part in the project issue/risk management process, by contributing to the identification and prioritisation of existing and potential issues and risks, and helping to develop strategies and controls to mitigate these. Use sound judgement to identify which issues and risks should be escalated to governance groups, and prepare relevant reports/documentation.
· Provide a skilled facilitation service to support the project teams in achieving these expectations. This means employing effective organisational and administrative processes, together with their knowledge and/or experience of Project Management/Development/ smart practices, to facilitate the successful achievement of the project objectives. 

· Provide inputs at the time of project preparation within extant guidelines and the directives of the SDF Board.
· Responsible for operational aspects of the Social Window projects including compliances, implementation of the projects as per guidelines, disbursements, reporting, follow-up, end-use of funds etc. 
· Ensure that the Social Window projects are implemented as per the requirements of the SDF and Member States.
· Mobilization of funds for Social Window projects.
· Strategic alliance with financial institutions for co-financing of projects in SAARC region.
Carry out any other responsibilities assigned by the CEO. And report to Director Social Window and CEO.
(b) Qualification, Skills and experience required: Interested candidates must 

· Have a post graduate degree in Project Management/Development//Finance/Economics/Business Administration from an institution of international repute/recognition (higher professional degree would be added advantage), 
· Possess a minimum of 10 years of practical experience in a comparable position (experience in project appraisal or implementation is recommended), 
· Have excellent understanding of the developmental needs of the SAARC region and be up to date with latest developments in the social sector,
· Be between 30-40 years of age (as on April 3, 2017), 
· Be a bona fide citizen of a SAARC Member State i.e. Afghanistan, Bangladesh, Bhutan, India, Nepal, Maldives, Pakistan, and Sri Lanka,
· Strong written and spoken communication skills in English.
(c) Remuneration: 
· Net (tax free) monthly salary of US$ 2,600 per month,
· Leased accommodation of US$ 475 per month,
· Education allowance for two children up to class 12 or equivalent,
· Medical reimbursements for self and family,
· One time furnishing/ settlement allowance of US$ 2,000, 

· Home leave passage for self & family once in 18 months and other admissible joining expenses reimbursements,
· Duty free purchase/import privileges in Bhutan.  
How to apply

Interested candidates are requested to submit hard and soft copies of their application letters and resumes along with a copy of their national identity documents (passport etc.) to the address given below:

Chief Executive Officer

SAARC Development Fund Secretariat

3rd Floor, BDBL Building

Norzin Lam, Post Box Number 928

Thimphu 11001, BHUTAN

Phone

: +975-2-321152/321153

Fax

: +975-2-321203

Email

: info@sdfsec.org 
The last date for the applications to be received at the SDF Secretariat is April 3, 2017. Only shortlisted candidates will be called for the selection interview. 
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