JOB DESCRIPTION

Administrative Officer 

Job Function:
The basic function of this position is to provide secretarial and administration support services to the Senior Admin Manager and Senior Program Support Coordinator.  

Responsible to: 
Senior Administration Manager





Program Support Coordinator
Supervisory Capacity:

All Administrative Assistant (Asset, Facilities, Billing)




Helpers





Drivers

Coordinates with: 
All Administrative Assistants

Administrative Unit in the main office  


Procurement Unit


Finance Unit

RESPONSIBILITY AND TASK:
Administration

· Prepare general correspondence, reports and memos as requested

· Prepare and assist in the preparation and filling of confidential correspondence as requested

· Duties for all file document administrations

· Arrange airline and hotel reservations for staff and visitors as well as monitoring travel schedules

· Arrange appointments and meetings as well as monitor appointments schedules

· Preparing contract for rentals, e.a. cars, hotels, guest houses, etc.
· Organize events, e.a. training, workshop, etc.

· Preparing supplies needs for the events

· Monitoring telephone bills and office assets

· Maintain guest houses supplies

· Monitoring worked Helpers in the Office and Guest houses.

· Receiving Purchase Request for car rental from All Project and process the document.
Finance

· Petty cash custodian
· Check, and calculate medical claimed by staff

· Check and calculate over time staff and non staff drivers

· Prepare and completeness of document administration for payment car rent, hotels and meeting room.

OTHER:
· Any other duties that maybe reasonably assigned by the supervisor.

