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Career Opportunity 

IRM is a not for profit organization working all across Pakistan. IRM is currently seeking applications from qualified, experienced, proactive and dynamic candidate for the position of Finance & Admin Officer under project Public Schools Reorganization Program (PSRP) by PEF at Khushab & Rahim Yar khan, District Punjab.
Job Title:



             Finance & Admin Officer
Location:




Khushab & Rahim Yar khan, District Punjab
Position reports to:


             Manager Education

No. of Positions:



2
Gender:                                                                 Men/Women
Experience:
                                                     3-5 years
Closing Date:




September 08, 2024
Link:





http://www.irm.edu.pk/index.php/jobs/
Travel Requirements:



If needed 
Job Summary:

The Finance & Admin Officer will be responsible for managing the financial and administrative functions of Government schools within the designated district. This role ensures that all financial operations are conducted in a transparent, accurate, and timely manner, while also overseeing administrative tasks to support the smooth functioning of schools.
Job Description:
You will be responsible as a Finance & Admin Officer:
· Prepare and manage the budget for Government schools within the district;
· Monitor expenditures and ensure they align with the approved budget;
· Maintain accurate and up-to-date financial records, including invoices, receipts, and payment records;
· Process payroll for school staff, ensuring timely and accurate payments;
· Coordinate with school supervisors to collect and verify financial data from individual schools;
· Oversee the procurement process for goods and services required by schools, ensuring compliance with government regulations;
· Maintain an inventory of school assets and ensure their proper usage and maintenance;
· Ensure that all purchases are made in a cost-effective manner and within budget constraints;
· Manage administrative tasks related to the operation of government schools, including record-keeping, filing, and documentation;
· Support the recruitment and onboarding process for school staff, including preparing contracts and maintaining personnel files;
· Ensure that schools comply with government regulations and policies, particularly those related to finance and administration;
· Coordinate meetings and communication between school staff, district authorities, and other stakeholders;
· Ensure compliance with all government policies, regulations, and procedures related to finance and administration;
· Prepare and submit regular reports on financial and administrative activities to the District Coordinator and relevant authorities;
· Assist in audits and inspections conducted by government agencies or external auditors;
· Assist in developing and implementing financial and administrative policies and procedures for schools;
· Refrain from defamation, instigation and scandalous activities against the organization;
· 7- Discharge any special/other responsibilities assigned by the Senior Program Manager.

Qualification:

· 16 years of qualification in Design from HEC recognized institutions with Finance, Accounting, Business Administration, or a related field. 
Skills Required:

· Strong knowledge of financial management, budgeting, and accounting principles.

· Proficiency in using financial software and Microsoft Office applications.

· Excellent organizational and time management skills.

· Strong communication and interpersonal skills.

· Ability to work independently and as part of a team.

· Knowledge of government regulations and policies related to finance and administration in the education sector is an advantage.
Apply:
· If your credential matches the above mentioned criteria and required skills, send your CV to hr@irm.edu.pk .
· Mention the Location & Position Title you are applying for in the subject line. 

· DO NOT send original documents and /or heavy attachments/Certificates beside the CVs. Only shortlisted candidates will be contacted for test & Interviews. 
· The employer reserves the right to accept/reject any application/candidate without assigning any reason.
· IRM is an equal opportunity employer and women are encouraged to apply.

