
Bhutan Trust Fund for Environmental Conservation 

Position Description for Finance Assistant 

 

 

Position Title:   Finance Assistant (temporary for two- years) 

Reports to:   Finance Officer 

 

 

Job Responsibilities: 

 

Under the supervision and guidance of the Finance Officer (FO) of the Bhutan Trust Fund for 

Environmental Conservation (BTFEC), the Finance Assistant will assist with the development 

and management of the trust’s financial activities, and provide essential inputs for sound 

financial management.   

 

Specifically, the Finance Assistant will: 

 

1. Scrutinize all incoming bills including claims submitted by the BTFEC staff and 

process for payments accordingly; 

2. Maintain day-to-day financial records, payroll and assist with procurement; 

3. Punching of financial transactions in the BTFEC’s Accounting Software ACCPAC; 

4. Disbursement of monthly staff salary, TA/DA, other recurrent payments; 

5. Assist to prepare annual budget for the BTFEC Secretariat, which shall be done in 

consultation with program and administration staff;  

6. Assist the FO to monitor/review quarterly financial reports from grantees; 

7. Prepare monthly bank reconciliation for the secretariat; 

8. Monitor, review and ensure fund balance reconciliation with the grantees, Gross 

National Happiness Commission (GNHC) and the BTFEC Secretariat; 

9. Maintain records of physical assets and office equipment belonging to BTFEC; 

10. Assist FO in preparing annual financial statements. May have to prepare at his or her 

own at times when FO is not available; 

11.  As assigned, assist FO and program staff with special projects that includes but not 

limited to: review financials of grant proposal. 

 

Working Relationship: 

1. Report to the FO and regularly update him/her on all budgetary matters; 

2. Under the guidance of the FO, regular interaction and contact with grantees and grant 

seekers from government, civil society and rural communities, finance and investment 

consultants, auditors, donors. 

 

 



 

Qualifications, skills and abilities: 

 

1. Candidates should have a Bachelors Degree in accounting, commerce, economics, or 

finance.  

2. Good working knowledge in accounting software Sage ACCPAC is mandatory; 

3. At least 2 years administrative experience in budgeting and accounting is required; 

4. Excellent oral and written communication skills, both in Dzongkha and English, 

financial analysis, with demonstrated diplomatic skills and a desire to work with 

national and international specialists. 

 


