Administrative and Accounts Assistant (engaged as a Consultant)
Earthwatch Institute

Location: Delhi NCR

Last Date: 26 September 2010.
Administrative and Accounts Assistant (engaged as a Consultant)


Earthwatch Institute is an international environmental organization that engages people in scientific field research and education to promote the understanding and action necessary for a sustainable environment 

Earthwatch Institute is seeking for an Administrative and Accounts Assistant (engaged as a Consultant) in India. www.earthwatch.org/europe
Earthwatch Institute is seeking for a Administrative and Accounts Assistant (engaged as a Consultant) in India. www.earthwatch.org/europe This position offers a professional an opportunity to work with a reputable environmental and research based organization. 

Please send your application to indiaprogramme@earthwatch.org.in latest by 26 September 2010.
Administrative and Accounts Assistant
STATEMENT OF PURPOSE
Administrative support for programmes and projects
· Provide administrative support to the day-to-day running of the programmes and projects including maintain project files and documentation 
· Maintaining project database and correspondence
· Organising mailings and other communications, scheduling meetings and schedules, word processing 
Accounts and Finance 
· Provide support in managing programme budgets
· Responsibility for maintenance of maintenance of books of account, account statements,     
supporting documentation as per the recognized accounting procedures  

· Preparation of financial statements, receipt and payment account
Support on programme delivery
-     Provide support in delivering programmes and projects 
· Assist in preparing documentation and correspondence with project partners, programme participants and stakeholders 
Experience 

· Experience of working on accounts and finance functions (5 years and above)

· Experience of working on administrative support functions (5 years and above)

· Graduate / post graduate qualification 

· Experience of working on payroll and submitting tax returns 
· Self-confident and ability to work independently
· Good financial and numerical skills
· Strong interpersonal and organisational skills
· Effective communicator, verbally and in writing 
· Professional telephone manner
· Competent in Microsoft Word, Excel, Powerpoint, Outlook
