Jop Description

                                                                                                                       Office   

Egyptian NGO Support Center 

Jop Description
Better Sexual and Reproductive 

Knowledge & Health for Egypt’s Youth”
اتفاقية  1100-0209
Finance and Administration Assistant

Jop Title : 

Finance and Administration Assistant (FAA)
Reporting Relationship: 


Director for Finance and Administration
Location of the Jop: 


Main office of the ENGO Support Center in Assuit 

Overall Responsibilities: 


Provides Administrative support to the Director of Finance and Administration.Supports part of the procurement functions including contracting consultants, gathering hotel rates, and analyzing offers.

Key Functions: 

· Responsible for the procurement and office supplier bring offer and prepare bid committee.

· Responsible for reservation of travel tickets (Air, train and bus). Additionally, the FAA will be responsible for all hotel reservations for employees inside & outside Egypt hotels. Furthermore, the FAA will be responsible for any reservations required for all functions, conferences, workshops, seminars held at Hotels and other events 
· Assists FAD in handling administrative and personnel issues.

· Responsible for Uses the office equipment (fax, photocopiers etc.)

· Responsible for incoming and outgoing correspondence (fax, mail) screens, and distributes them to Responsible person.

· Responsible for collecting and reviewing time sheets for staff before submitting to supervisor approval. 
· Prepares the vacation accrual sheets for employees and submit it to the FAD report by the 5th working day of the following month.

· Follow up Maintains and repair which office needed and supervise for that

· Responsible for inventory and coding in his office.
· Responsible for pay all telephone bills and fellow up and replaying for telephones 

· Hold up petty cash for travel and office and make settlement after 70 % and as needed.

·  Hold up temporary cash and make settlement after 15 days.    
· Other administrative support as required by the FAD and Assist him facilitating and solving problems, which may arise in many areas.

· Follow up petty cash for driver and settlement his petty cash 

Qualifications:

· Educational degree in management, economics, or administration.

· 2 or more years of experience in office management and administrative functions.

· Basic computer skills – word processing and spreadsheet, typing ability.

· Excellent written and spoken English and Arabic.
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