
Officer - Admin & Finance

Vacancy: 01 Age: At most 45 years

Location: Salary: Tk. 54250 (Monthly)

Experience: At least 5 years Published: 05 Aug 2026

Requirements

Education

Bachelor’s or Master’s degree in Accounting, Finance or a related field.

Experience

At least 5 years

The applicants should have experience in the following business area(s): NGO

Additional Requirements

Age At most 45 years

Age At most 45 years

• At least 5 years of experience in financial management, preferably in the development

sector.

• Sound knowledge of accounting software (e.g., Tally, QuickBooks) and MS Office Suite.

• Strong understanding of donor compliance and procurement guidelines, especially those of

HELVETAS or similar organizations.

• Excellent organizational and communication skills.

• Ability to work independently and in a team, under pressure and tight deadlines.

Responsibilities & Context

Job Summary:

 Cox`s Bazar (Teknaf, Ukhi...

Eco-Social Development Organization (ESDO)
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ESDO is implementing Nari Shakti, Samaz Shakti (NSSS) Project with the assistance of

Helvetas Swiss Intercooperation. The objective of the project is to establish a gender-

transformative enabling environment that empowers women and marginalized groups to foster

safer, inclusive, and resilient communities in the vulnerable contexts of Cox’s Bazar. The

project focuses on protecting women and girls aged 10-35 in both host and refugee

communities by enhancing resilience, reducing disaster vulnerabilities and creating alternative

livelihood opportunities. This project has been implementing in 5 unions of Ukhyia and Teknaf

upazila.

Job responsibilities:

The Officer-Admin & Finance will manage financial operations to ensure smooth and compliant

implementation of the Project and other organizational initiatives in collaboration and

communication with Helvetas finance team

Administration:

•Maintains Administrative control with records such as commitments and expenditure; initiate

and process administrative action relating to travel arrangements, payments, Procurements

and delivery of equipment, supplies of inventories.

•Manage day-to-day administrative functions including office supplies, logistics, inventory and

facility management.

•Set up, classify and maintain appropriate files in the office. Ensure proper supplies of

materials; manage office premises, Vehicles and inventories.

•Maintain personnel files, leave records and support recruitment processes as needed.

•Prepare procurement calendar for the project, vendor enlistment and relevant contract

preparation.

•Provide assistance to all staff in district; manage entitlements and benefits, including travel

claims, leave, etc. in line with approved budget and updated records of all transactions

accordingly.

•Keep all relevant documentation and updated records of all transactions accordingly

•Maintain and Keep track of all assets purchased under the project.

•Support the organization on documentation of meetings, workshops, training sessions.

•Practice, promote and endorse the issues of safeguarding policy among team members and

ensure the implementation of safeguarding standards in every course of action.

•Maintain compliance with organizational policies, including procurement and travel.

•Support to PC to ensure gender sensitive working environment at office level.

Financial Planning and Reporting

•Analyze profitability by comparing actuals with forecasts.
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•Prepare monthly, quarterly and annual financial plans following the approved budget.

•Develop financial projections for the Project and submit fund requisitions to donors as per

partnership agreement.

•Generate accurate and timely financial reports for internal and external stakeholders.

•Process payments, manage petty cash, bank transactions and ensure proper financial

controls are in place.

•Create on-demand financial reports as required by ESDO’s management and donors.

•Compliance and Risk Management

•Ensure compliance with IAS and BAS accounting systems in project operations.

•Follow updated VAT, tax, and revenue compliance as per Bangladesh government regulations

(Incl. monthly VAT-TAX return).

•Deduct and Deposit VAT and tax to the government treasury within deadlines.

•Update VAT-TAX schedule monthly basis and submit along with financial reports.

•Monitor procurement processes to ensure policy and compliance adherence before payment.

•Maintain audit ready documentation at all times and support internal/external audits and

respond to audit observations by preparing management responses.

•Financial Operations and Record Maintenance

•Manage daily financial transactions and maintain books of accounts.

•Preserve and organize all financial documents in audit ready condition, including vouchers,

ledgers, bills and reports in accordance with ESDO policy and donor guidelines.

•Verify that all expenditures are eligible, properly documented and compliant before

processing payments.

•Maintain and update inventory and asset registers in line with organizational policies.

•Safeguard cash, bank cheques, audit reports, agreements and other sensitive documents.

•Team Collaboration and Capacity Building

•Orient project team members on financial policies, norms and compliance requirements.

•Participate in staff coordination meetings, share financial updates and plan accordingly.

•Collaborate with programmatic teams to verify expenditures and monitor project activities.

•Support ESDO’s management and donors with regular coordination and communication.

Any others project/organizational related task assigns by the Supervisor

Skills:

•Strong knowledge of IAS and BAS accounting systems.

•Proficiency in financial software and Microsoft Office applications.

•Excellent reporting, analytical, and organizational skills.

•Ability to independently manage audits and prepare responses.
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•Compliance Knowledge: Familiarity with VAT, tax, and government regulations in Bangladesh.

•Interpersonal Skills: Strong communication and team collaboration abilities.

•Women candidates are highly encouraged to apply.

•Employment Status: Contractual- Fixed Term Contract for 3-4 years

Working condition: This is a Upazila based position.

Compensation & Other Benefits

According to Project Allocation.

Workplace

Work at office

Employment Status

Full Time

Job Location

Cox`s Bazar (Teknaf, Ukhia)

Job Highlights

The Officer-Admin & Finance will manage financial operations to ensure smooth and compliant

implementation of the Project and other organizational initiatives in collaboration and

communication with Helvetas finance team

Read Before Apply

Eco-Social Development Organization (ESDO) follows a zero-tolerance policy against all forms

of inhumane behavior, including child and youth abuse, gender-based violence, extremism and

terrorism, corruption, sexual harassment, sexual misconduct, sexual exploitation, and abuse. If

there is any evidence of your involvement in such behavior in your personal life or at any of

your previous workplaces, you are kindly requested not to apply for this position. If any false

information or such misconduct is discovered after appointment or during the period of

employment, ESDO will take appropriate action in accordance with its internal policies and the

prevailing laws of the Government of Bangladesh

Apply Procedure
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Hard Copy

If you are passionate to improve lives of the people in the transforming climate context,

courageous to bring positive impact through your proficiencies, confident to meet

organization`s expectations and fulfil the above-mentioned requirements please visit the

following link and apply.

Instructions for Online Application:

Applications should submit within 15/08/2026 by 5.00PM through ESDO website online

application link: https://esdo.net.bd/career/ Only shortlisted applicants will be contacted and

called for an interview.

Women are especially encouraged to apply.

Equal opportunity, and promoting women & children`s rights is the mandate of ESDO.

Eco-Social Development Organization (…

NGO/Development 2+ Vacancy 2 Jobs
Follow

Address:

ESDO House, House # 748, Road no: 08, Baitul Aman Housing Society, Adabar, Dhaka-1207,

Bangladesh

Website:

https://esdo.net.bd/career/

Would you like to know more about Eco-Social Development

Organization (ESDO)?

Find out more about services, features, and available opportunities.

View Company Insight
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Report this Job / Company (রিপোর্ট)  রিপোর্ট

এই চাকরির জন্য বিজ্ঞাপনদাতা ব্যাক্তি/প্রতিষ্ঠান আপনার কাছ থেকে কোন অর্থ চাইলে কিংবা নিয়োগ প্রক্রিয়া

চলাকালীন কোন প্রকার হয়রানিমূলক (শারীরিক/মানসিক) আচরণ করলে অতিসত্ত্বর আমাদেরকে জানান অথবা

জবটি রিপোর্ট করুন। চাকরি পাওয়ার জন্য কোন ব্যাক্তি/প্রতিষ্ঠানকে অর্থ প্রদান করবেন না। চাকরিকালীন কোন

প্রকার হয়রানির (শারীরিক/মানসিক) সম্ভাবনা থাকলে সেখানে জয়েন করবেন না। কোন প্রকার অর্থ লেনদেন বা

নিয়োগদাতা কর্তৃ ক হয়রানির দায়িত্ব বিডিজবস বহন করবে না।

 09638666444, 01897627858

 complain@bdjobs.com

Application Deadline : 15 Aug 2026
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