
 

ROLE PURPOSE 
  

 
Role Title: Finance Officer  Division:  Programs Location:  Vientiane 

Lao PDR 
Date: May 2025 

Employment type: Fixed-term 
full time contract with flexible 
working arrangement 

Reports to: Country Manager 

 

Number of direct 
reports: None 

 

Leadership Band: 
Leads self 

 

Purpose of the role: 

The role of the Finance Officer (FO) is to ensure financial process integrity in FHF Lao PDR's program operations, fully 
meeting established institutional policies, standards and donor requirements across budget execution, in-country financial 
management, banking operation, partner and staff advance reconciliations and reporting requirements. 

The Finance Officer will own the outcomes of: 

1. Monitor and report on project and workstream finance management activities to ensure efficiency and consistency 
with established work plans to support Programme management. 

2. Undertake the financial management processes of the country program to ensure programming and administrative 
expenses are correctly recorded in the global finance system (SUN Systems), accurately and on time per the global 
timetable,  

3. Support the monitoring of project budget and track expenditures to ensure that program resources are optimally 
allocated and utilized. 

4. Support the manager and program team to prepare monthly TT request, quarterly forecast budget planning. 
5. Support the manager in providing guidance and financial management training to the project team and key 

stakeholders on the procedures, policies, and tools of all operational transactions.  
6. Provide proactive support to project partners in financial reporting of FHF projects and closely monitoring budgeted 

expenditure and compliance to FHF financial regulations by the partners. 
7. Support the manager to identify financial issues from across projects and workstreams and to advise project staff on 

remedial measures to maintain integrity of delivery and improve financial operational processes to increase efficiency. 
8. Support Country Manager on the asset management, external audits, HQ’s internal audit, document filing, and other 

office accounting tasks.  
9. Build finance management capability within and across teams and partners to drive a culture of engagement and 

collaboration within The Foundation.  
10. Collaborate with financial coordinator, cluster country teams, CSN (Finance and Operations Coordinator-Asia/Global 

Program) and Head office.  
11. Maintain financial filing systems (physical and electronic), reporting/documentary quality to support reporting to Global 

Office and donors (e.g. ANCP) and other program stakeholders. 
12. Work with Operation Coordinator and Country Manager to develop, monitor/manage detailed procurement plans, 

requisition procedures, budget execution plans and schedules in line with yearly work programs and budget lines. 
13. Other tasks as requested by your line manager e.g. 

- Participating the government stakeholders meeting related to financial on behalf of Lao office 
- Assist managers to develop budget variation, prepare partners’ meetings, training and project mentoring system 

related to the tasks. 
- Supporting another project team to do double checking quarterly budget planning and reporting when required. 

Our Capabilities: 

As a member of The Foundation Family 
you will: 

1. Live by the values of The Foundation 
and support The Foundation’s culture, performance 
and brand. 

2. Adhere to all The Foundation’s policies and 
procedures. 

3. Strengthen health, safety and well-being of all/look out 
for the well-being. 

4. Lead, collaborate and contribute in all interactions. 

Essential Experience:  

• Bachelor’s degree or equivalent in finance and 
accounting or other related field of study required. 

• Strong experience in auditing, accounting, budgeting, 
reporting, risk management and financial management 
at international organizations, or multinational 
businesses. 

• Strong competence in the use of standard software 
programs: Excel, Word, PowerPoint and Outlook. 

• Experience with international accounting software 
(ideally SUN Systems). 

• Clear communication skills verbally and in writing in 
English required, with excellent Lao language skills. 

• Proven experience in promoting an organizational 
culture of trust, transparency, respect, and partnership. 

• Proven experience in processing and sharing 
information easily. 

Skills:  

• Familiar with financial transactional and reporting 
systems 

Desirable Experience: 

• Possession of post graduate qualification and/or 
partially or fully completing advanced professional 



 

• A team player, with result-oriented, creative, and 
entrepreneurial mindset to solve problems. 

• Able to manage emotions and stress positively, builds 
rapport and resolves conflict easily. 

• Able and willing to work in a flexible and agile manner. 
Able to perform strategic and technical analysis in 
tandem and under time constraints. 

• Able to work independently while proactively seeking 
concurrence and instructions. 

• Excellent multi-cultural literacy and interest in being a 
part of an international team working in an evolving 
and entrepreneurial environment. 

• Excellent communication and facilitation skills. 

• Highly organized and able to effectively and efficiently 
multi-task and prioritize. 

• Comfortable working both in a team and independently 

certifications in accounting and finance (or comparable 
professional qualifications) will be an added advantage.  

• Experience in promoting the optimum use of public 
resources. 

• Experience in promoting creativity and innovation 
among staff. 

• Be able to lead where needed and provide solutions to 
project-level challenges.  

Qualifications:   

Minimum Bachelor qualification 
in Finance, Accounting or 
related field. 

The position involves:  

This position is recognised as having “Contact with Children” either direct or indirect  

This position does not involve “Working with Children” either direct or indirect.  

Travel: 

Domestic (regular) 

Additional Responsibility: 

Ensure that the work for which they are responsible is carried out in ways which 
safeguard the health and safety of workers. 

This role purpose defines the broad 
accountabilities of the positions, which 
may change based on organisational 
need. Please refer to the divisional, 
team and individual work plans for more 
specific details 

To work in The Foundation, you will: 

• Be eligible to work in Laos 

• Undergo background check including criminal records and qualifications check 

• Undergo working with children check for positions that are identified as working with children 


