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JOB ANNOUNCEMENT

Finance and Human Resources Assistant

Partners for Democratic Change (Partners) seeks a Washington DC based Finance and Human Resources Assistant.  Partners is undergoing wide-scale growth and important strategic changes, advancing the development of new centers and overseas contracts and grants.  The Finance and Human Resources Assistant will report directly to the Controller and work to ensure that Partners meets all requirements of audit authorities and funders (government and foundations; international and domestic), as well as support the Controller in day to day Human Resources responsibilities. 

Partners for Democratic Change is one of the premier international organizations dedicated to providing the platform, skills and leadership to government, civil society and businesses to resolve conflict and advance constructive change. Partners is distinguished for its establishment of 20 independent, sustainable, national Centers with their own in-country boards of directors and staff to house the application of conflict and change management skills and programs in their countries: Albania, Argentina, Brazil, Bulgaria, Colombia, Czech Republic, Georgia, Hungary, Indonesia, Jordan, Kosovo, Lithuania, Mexico, Peru, Poland, Romania, Senegal, Serbia, Slovakia and Yemen.
Partners is one of the only international organizations designed to create sustainable national Centers developing laws (mediation statutes), mechanisms (cooperative advocacy and consensus facilitation), and consultancies for business, government, and civil society to address disputes and manage multi-stakeholder conflicts in such areas as environment, employment, labor, corruption, community, and social development. Partners' Centers apply negotiation, mediation, facilitation, cooperative advocacy (for activist civil society groups) and consensus facilitation, enabling stakeholders to work out agreements on complex policy, program, and resource issues, in four areas: Accountable Governance; Inclusive Communities (national minority groups); Sustainable Environment and Economic Development; and, Corporate-Community Engagement.

SPECIFIC RESPONSIBILITIES
Finance:
· Manage all accounts receivable and payable, and perform monthly account and bank reconciliations 
· In coordination with the Project managers and directors, assist in tracking all project and administrative budgets and expenses.
· Assist in the coordination and facilitation of the annual financial audit and audit schedules.
· Work with Controller to organize and prepare budget reports for Board of Directors meetings 
· Assist in developing budgets for grant applications and final grant reports in collaboration with Project Directors.
· Review  employee expense reimbursements including approved travel
· Data entry of approved financial transactions into QuickBooks 
· Photo copying, mailing & file maintenance of Accounts Payable checks & documents 
· Update & maintain accounting journals & ledgers 
· Record fund transfers 
· Record bank fees & other charges 
· General ledger cash account activities (receipts/disbursements, transfers, etc.) against bank accounts 
· Generate invoices and special report in QuickBooks 
· Assist with all financial reports required by the Controller, the President or the Contractors and Donors
· Other duties as assigned by the Controller
Human Resources:
· Manage all payroll procedures and liaise with external payroll service 
· Organize and update employee files, documentations, and staff handbooks 
· Research and maintain benefits program for employees 
· Keep track of employee vacation leave 
· Process paperwork for new employees as well as exiting employees
· Conduct salary verification and reference checks for potential employees/consultants
· Assist in the creation of human resources manuals

JOB QUALIFICATIONS

Required:
 BA/BS in Accounting or Business Administration.
 Minimum 2 years of US Government grant or Project cost accounting experience
 Expertise with QuickBooks or Contracts and Grants accounting software
 Experience with assisting a financial audit 
 Highly organized, detail oriented, creative thinker, able to problem solve and ability to multi-task/prioritize and meet deadlines 
 Ability to work both independently and as part of an integrated team in a fast-paced environment. 
 Excellent organizational, written and oral communication skills 
 Excellent Analytical skills 
 Meticulous Attention to Detail a MUST 
 Computer Skills: Microsoft Office, Word, Excel, Accounting Software (QuickBooks)
 Demonstrated experience working in a multicultural environment

SALARY: Commensurate with experience
TO APPLY: Please send (via e-mail) a resume, cover letter and contact information for three references to: jobs@partnersglobal.org. Please indicate in the email and cover letter that you are applying for the Finance and Human Resources Assistant position. No phone calls please. Partners will contact applicants for an interview or to request additional information. Position open until filled.
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