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Finance and Administrative Assistant

	[bookmark: _Hlk122621579]Job grade
	International
	Reports to
	Finance Manager and Project Manager

	Directorate
	Conservation and Policy

	Function
	

	Contract 
	Fixed term contract 

	Location
	Iloilo, Philippines



Responsibility for resources
	Direct line reports
	NA
	Responsibility for other resources
	NA

	Financial resources
	REVIVE
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

In 2010, the ZSL-Philippines Country Office was established as a duly accredited NGO registered under the Securities and Exchange Commission (SEC) as a local branch of a foreign charitable institution registered in UK and holds its primary office in Iloilo City. Over the past 15 years ZSL-Philippines has gained ground in mangrove conservation ranging from in-situ rehabilitation projects, development of science-based planting protocols, reversion of abandoned, unproductive, and underutilized (AUU) fishponds, capacity building of local and national mangrove practitioners, and national policy advocacy on mangrove reversion and restoration of coastal greenbelts. Since 2013 ZSL-Philippines bolstered its work on seahorse conservation and locally managed marine protected areas (MPAs) in the Philippines especially in Danajon Bank, Bohol. MPA work expanded to other parts of the Visayas, and most recently in Siargao islands and Masinloc, Zambales. ZSL-Philippines implements freshwater conservation in northern Luzon particularly protecting the endangered Philippine eels from overexploitation. From 2018, ZSL-Philippines played an active role in the conservation of Palawan pangolins and its habitats, alongst side improvement of communities protecting them. The conservation of the endangered Mindoro tamaraw adds to its programme portfolio in 2023. To date, ZSL-Philippines has 36 staff based in its home and field offices and hubs: Iloilo, Puerto Princesa, Tuguegarao, Siargao, and Masinloc with an annual budget of £200,000 per annum and supported with robust financial, human resources, and health and safety management systems.

Project Description
The project Recovery of Mangrove Ecosystems for Viable, Inclusive and Vital Enterprises (REVIVE) is a 35-month biodiversity conservation, natural resources management and restoration project, in particular, reversion of fishponds back to mangrove forests. It is led by ZSL-Philippines in partnership with the Institute of Aquaculture, University of the Philippines Visayas Foundation, Incorporated (UPVFI).

The initiative entails 3 components, starting with developing guidelines to revert non-FLA abandoned fishponds in Iloilo Province back to mangroves, offering models for communities and local governments for wider implementation. By securing key administrative conditions, the project supports the National Blue Carbon Action Partnership Plan and the government’s goal to recover 52,000 ha of fishponds, unlocking significant carbon removal potential. Second, it demonstrates sustainable aquaculture practices in viable ponds in Leganes, Iloilo, by integrating mangrove-friendly designs and management, enabling communities and smallholders to replicate and build climate-resilient livelihoods. Third, the project supports co-development of biodiversity-friendly livelihoods in fishponds reverted to mangroves in Barangay Dolores Marine and Fish Haven in Nueva Valencia, Guimaras. By promoting financial literacy through Village Savings and Loan Associations (VSLA) and activities such as stock enhancement for shellfish harvesting, ecotourism, and value-added seafood processing, the initiative will provide income opportunities for over 100 fisherfolk households while supporting conservation. These efforts will be incorporated into the area’s updated management plans.

Purpose of the Role
The Administrative Assistant will report directly to the Finance Manager and the Project Manager. The successful applicant will be responsible for the overall administrative needs and financial procedures of the Project as well as official safekeeping of office records and asset management. He/she oversees keeping track of the project finances identified under his/her responsibility. The post holder enters data into databases, prepares financial statements, processes invoices, and supports Project Team members throughout the accounting processes.

Key responsibilities 
A. Assists and supports the Senior Admin and Finance Officer in all admin and finance-related functions
1. Ensure cash is safely counted and reconciled on at least a monthly basis
2. Support statutory and project auditors by providing appropriate documentation to supporting accounting records
3. Ensures that posting on online QuickBooks is on-time and accurate based on established guidelines and scheduled cutoffs
4. Ensures accurate posting of liquidation reports of Project Team members onto the accounting system
5. Perform other tasks related to finance as requested by Line Officers
6. Helps identify and resolve issues with financial management, and with support of Line Officers

B. Prepares and submits monthly financial reports to the Senior Admin and Finance Officer, PM and CD
1. Ensure bank is reconciled monthly, and that all outstanding checks are accounted for
2. Provide Line Officers with relevant documents/ schedules necessary for month end file
3. Stabilize the generation of Bank Reconciliation and Cash Certificates for Petty Cash Fund
4. Generate financial reports in QB accounting system for ZSL-wide and Project reporting requirements
5. File documentation appropriately and methodically within accounting system, for both soft and hard copies
C. Assist the financial requirements of Project Team
1. Account for and review staff cash advances requests and their timely settlement
2. Review staff cash liquidations, ensuring that the expenditure is allowable according to donor compliance
3. Ensure timely submission of liquidation reports
4. Ensure the Project Team meet the monthly deadlines for posting, for timely submission to London HQ
D. Supports and assists the Project Team administratively and logistically
1. Ensure all invoices are paid in a timely manner and are supported by appropriate documentation for review and approval
2. Review and validate all purchases (including payments to subcontractors) to ensure compliance with donor and ZSL requirements
3. Support in the general safekeeping and filing of financial and other project records and assets ensuring up-to-date inventories are at hand
4. Assists the Project Team in logistical arrangements and concerns in relation to project implementation
5. Submits own monthly workplans, reporting of monthly accomplishments activity and travel expense reports and other project documents in observance of ZSL procedures and donor requirements while ensuring regular filing and consolidation of team’s project implementation documents on online database
6. Other ad hoc administrative tasks as requested by the Admin, Finance and Project Managers

Person Specification
	Experience

	Essential
	· A degree holder in the field of accounting, management or finance
· With at least two (2) years of experience in finance and admin work
· Strong organizational skills and high attention to details
· With experience and knowledgeable in general ledger transaction posting
· Capable of writing technical reports and creating equivalent presentations
· Proven ability to work effectively with teams and senior managers


	Desirable 
	· Experience on the use of QuickBooks is an advantage
· Preferably with previous work experience in non-government organizations (NGO) settings and natural resource conservation and management programs


	Knowledge and skills

	Essential
	· Proficient in the use of spreadsheet software
· Good communication and writing skills in Filipino and English
· Highly computer literate particularly in MS Office packages (e.g., Word, Excel, PowerPoint, and MS Teams)

	Desirable
	· Able to demonstrate high accuracy and attention to detail

	Additional requirements

	Essential
	· This post is a blended role for office and occasional field work depending on the demand of the project
· Must have a positive attitude and be a team player
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful and ethical)
· Comply with and promote Health and Safety policies and procedures



	This job description is designed to outline a range of main duties that may be encountered. It is not designed to be an exhaustive list of tasks and can be varied in consultation with the post holder to reflect changes in the job or the Society.




Acknowledgement 

I have read and understood the Job Description, and I hereby acknowledge the conditions and responsibilities for the job as stipulated in this Job Description.

	


	
	

	Job Holder’s Signature over Printed Name
	
	Date signed



Kindly affix your signature and date signed on each page of the Job Description.
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