
Regional Accountant / Finance Assistant 

About the organisation 

Cardno is a global consulting organisation that manages 
projects for major donors, delivering aid work in various 
disciplines such as education, health, governance, resource 
and environment management and infrastructure. Our work 
expands across Europe, Latin and North America, Asia, the 
Pacific and Africa. With over 6,000 staff worldwide, our vision 
is to be a world leader in the provision of professional 
services to improve the physical and social environment.  

About the program 

ASEAN–Australia Counter-Trafficking (ASEAN-ACT) will 
continue Australia’s long-running collaboration with the 
Association of Southeast Asian Nations (ASEAN) to stop 
human trafficking in our region. The program will principally 
engage in the justice sector response to human trafficking. It 
will engage all 10 ASEAN Member States in some capacity 
and will establish national-level programming in Cambodia, 
Indonesia, Lao PDR, Myanmar, the Philippines, Thailand and 
Vietnam. 

ASEAN-ACT is a core part of Australia’s contribution to 
assisting ASEAN and its member states justice sectors to 
successfully implement the ASEAN Convention Against 
Trafficking in Persons, especially Women and Children 
(ACTIP) and realise the rights of all victims of trafficking.  

Role and responsibilities 

Reporting to the Operations Manager, the Regional 
Accountant / Finance Assistant will be responsible for key 
finance functions as part of the program support team. Based 
in Bangkok, but working with several country offices, the 
position will work in a timely and detailed manner to ensure 
ASEAN-ACTs financial data is complete, accurate and 
complies with the programs policies and procedures. The 
position will also provide assist the program support team with 
logistics and events as required.  

Specific duties 

Financial Management 

> Ensure all country office staff understand and comply 
with financial management and administrative system 
requirements, including through provision of 
appropriate training; 

> Provide timely and accurate processing of payroll for 
national staff; 

> Undertake asset requisition, purchasing and hand-
over of fixed assets;  

> Manage asset insurance policies; 

> Keep the asset register up to date and oversee fixed 
asset reports from other country offices; 

> Process petty cash payments and acquittals, banking, 
transfers and payments; 

Deadline for applications 
21 July 2019 

Position 
Regional Accountant / Finance Assistant 

Duration 
2-year contract with the possibility of 

extensions 

Position Status 
This position is a locally engaged 

position 

Commencement 
ASAP 

Location 
Bangkok, Thailand 

Reports to  
Operations Manager 

Key relationships 

Deputy Team Leader 

Regional Logistics Coordinator 
Regional Program Assistant 

Contact details 
Queries relating to this position should be 
directed to recruitment@aseanact.org  

It is essential that you quote ‘Regional 
Accountant / Finance Assistant’ in your 
email title, or you may not receive a 
response.  

Child protection 

Cardno is committed to child protection 
and safeguarding the welfare of children 
in the delivery of our International 
Development programs. Recruitment and 
selection procedures reflect this 
commitment and will include relevant 
criminal record checks. 

Cardno is an equal opportunity 
employer 

Cardno encourages women to apply. 
Cardno recognises the moral and legal 
responsibility to provide an equal 
opportunity workplace by ensuring that 
all recruitment and selection decisions 
are based on the best qualified and 
experienced candidate who can perform 
the genuine inherent requirements of the 
position. 

mailto:recruitment@aseanact.org


> Prepare and consolidate monthly funding requests for program funds; 

> Monitor and maintain the advance payment system; 

> Prepare vouchers for cash and bank transactions and record transactions in MYOB accounting 
program in a timely manner;  

> Monitor and ensure the accuracy of all recordings on a regular basis; 

> Perform internal audit on accounting documents for program countries and report fact findings to 
OPM, and provide recommendations to CPFAMs on timely basis; 

> Assist the OPM in responding to any Cardno or DFAT audit requests; 

Financial Reporting 

> Prepare and submit monthly financial reports on timely basis; 

> Provide all required financial and administrative data and reports to the OPM as required;   

Administration Support 

> Prepare/verify and examine staff travel reimbursement claims in order to maintain compliance with 
program policies, procedures and reporting requirements; 

> Correspond with banks on financial matters and inform OPM about all activities regarding the bank 
transactions; 

> Support the operations team with logistics relating to training activities, workshops and meetings, 
including arranging accommodation and transportation as instructed by OPM; 

> Support compliance with DFAT core policies, including but not limited to Fraud, Disability and Child 
Protection Policy; 

> Other duties as directed by the OPM 

Selection Criteria 

Core Competence Required 

> Demonstrated experience in expense classification, data entry, and expenditure reporting; 

> Demonstrated integrity and adheres to organisational policies and procedures; 

> Ability to work under pressure whilst ensuring accuracy and attention to detail;  

> Demonstrated IT skills including experience in Office 365 (Word, Excel and Outlook) and MYOB 
accounting software or similar accounting software; 

> Good interpersonal, team work and communication skills and able to maintain good relationships 
with colleagues and external counterparts and stakeholders; and 

> Strong written and oral communication and interpersonal skills including good written and oral 
English and Thai language skills. 

Qualifications  

> Bachelor in Accounting, Finance, Business Administration or any other related fields; and 

> At least 2-year experience of relevant office work. 

How to apply 

Send an email to recruitment@aseanact.org with: 

> The words ‘Regional Accountant / Finance Assistant’ in the email subject 

> Your CV 

> A one-page letter, which describes which describes how your skills and experience are applicable to 
the selection criteria  

> The names and contact details of three professional referees 

Late applications will not be considered. Only short-listed candidates will be contacted. Interviews will be 
conducted in English. 


