
 

Job Description 

Position: Accountant (national position) 
Reports to:  Finance and Operations Manager 
Location: Kathmandu, Nepal 
Duration: 1 year, renewable based on funding and performance (immediate start) 

 
Background: Hamro Samman, a 5-year counter-trafficking in persons project generously supported by the 
American people through the United States Agency for International Development (USAID) and implemented 
by Winrock International, is seeking an Accountant to join its small, dynamic team. The program seeks to 
strengthen the national and local government efforts to combat TIP, improve CSO advocacy, and increase 
private sector partnerships to assist survivors and those at-risk. 

Winrock International is a nonprofit organization that works with people in the United States and around the 
world to empower the disadvantaged, increase economic opportunity, and sustain natural resources. By 
linking local individuals and communities with new ideas and technology, Winrock is increasing long-term 
productivity, equity, and responsible resource management to benefit the poor and disadvantaged of the 
world. 

Summary of position: The Accountant will work under the supervision of the Finance and Operations 
Manager to process all financial transactions of the project, ensuring strict compliance with USAID and 
Winrock’s policies and procedures. The successful candidate will have strong experience in a similar role on a 
USAID project, have strong attention to detail and be able to efficiently and accurately process a large volume 
of work.  
 
Detailed Description of Duties: 
The Accountant will work under the supervision of Finance & Operations Manager to maintain day-to-day 
financial matters.   

Specific responsibilities include but are not limited to: 

 The Accountant will assist in implementing and maintaining in-country policies, procedures, forms, and 
record maintenance systems that adhere to Winrock International and USAID standards and 
requirements.  

 Accounts Payable: Assist the Finance & Operations Manager (FOM) to generate, record, execute and 
reconcile payments through all stages, including preparation of purchase orders, generation of check and 
wire requests, data input into QuickBooks, and bank statement reconciliation. 

 Accounts Receivable: Assist FOM to develop monthly projections for cash flow needs and prepare 
request to Winrock; follow through receipt of funds and bank reconciliations. 

 Expense Reporting: Help review all expense receipts for accuracy, relevance, and legitimacy; create 
prescribed monthly expense reports for Winrock HQ. 

 Payroll: Help review staff timesheets for proper signatures and allocation information. Calculate, execute 
and record all salaries and accrual/use of fringe, including monthly amounts, bonus, gratuity, etc. in 



 

compliance with signed Employee Agreements. Maintain all records in accordance with Winrock, USAID 
and Nepali requirements. 

 Bank Reconciliations: Help reconcile all banks accounts and petty cash no less than monthly and report 
any discrepancies to FOM. 

 Grants Management:  
o I) Review subgrant fiscal reports for compliance with budget and documentation requirements; 

prepare detail and summary reports for FOM, CoP and/or Winrock HQ. 
o II) Directly communicate with subgrantees’ financial and program staff to clarify and address 

deficiencies in reporting and financial documentation. Provide advice and guidance on improving 
subgrantee procedures to better meet Winrock and USAID requirements. 

 USAID fiscal requirements: Assist in the preparation of USAID-requested projections, estimates, VAT tax 
forms, budget modification requests, etc. on routine schedule and as requested by FOM. 

 Records Retention: Organize and maintain all records and files in accordance with general audit 
standards (GAAP) and USAID requirements. 

 Audit: Prepare all accounting records in accordance with audit standards (USAID and local), and oversee 
on-site work with auditors, as appropriate. 

 Ad hoc reporting: Prepare documents, ad hoc reports and analysis, as requested by FOM. 
 Travel: As requested by FOM. 
 FOV: Assist FOM to prepare soft copy of the monthly FOV. Ensure all supporting receipts are translated 

into English and compile and prepare for submission the hard copy of FOV with all necessary documents. 
 Petty Cash Custodian: Properly check and file receipts before payment and maintain the petty cash box 

locked in a safe; maintain the Petty cash ledger and duly reimburse the amount.     
 Other: Other duties as assigned by authority.  

Qualifications: 

 Diploma or degree in accounting or finance  
 Three to five years of experience working in an accounting function for international organizations  
 Strong knowledge of MS Excel 
 Excellent financial record-keeping and organization skills 
 Familiarity with USAID rules and regulations 
 Strong English writing skills 
 Attention to detail and ability to meet deadlines essential 

 
To apply, please submit your application by email, referencing in the subject line “Accountant”, to 
Hamro.Samman@winrock.org on or before December 25, 2017. Your application must include a cover 
letter and C.V. Hard copies of applications will not be accepted. Applications will be considered on a rolling 
basis until a suitable candidate is found.  Only short-listed candidates will be contacted. Women, people with 
disabilities and those belonging to discriminated groups are strongly encouraged to apply.  
 
All employees should adhere to USAID and Winrock International’s code of ethics, and specifically child 
safeguarding and trafficking in persons provisions covered in the project agreement. 
 
EEOE/AA. 


