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	Job Vacancy

(Finance Officer)

	Good Neighbors International (GNI) is an international humanitarian and development organization with its headquarters located in Seoul, Republic of Korea. We are a non-profit, non-governmental organization and in General Consultative Status with the United Nations Economic and Social Council (UN ECOSOC). GNI coordinates emergency relief, medical programs, educational and training programs, as well as community development projects, which enhance the capacity of individual beneficiaries, participants, employers and host organizations, in order to meet the opportunities and challenges of a changing Myanmar. 


Good Neighbors International (Myanmar) is currently seeking motivated, efficient, experienced and dedicated candidate for Sinbaungwae & Koepin Community Development Projects (SBW & KPN CDPs).

Job Title


- Finance Officer (1 Post)

Location


- Sinbaungwae Tsp, Magway Region.
Report to


- Project Coordinator (CDP) / Admin & Finance Manager (HO)

Job Type


- Full Time

Application Closing Date
- May 9th 2025
Purpose of Position 

This position is to support CDP team in financial, budgeting and administration functions for smooth operations of community development intervention and to ensure operation are implemented with accountability and transparency in accordance with organization financial policy and procedure.

Finance Officer (CDP) 

Essential Functions & Responsibilities 

Unique Activities 

( Withdraw and deposit cash from bank daily.

( Maintain all documents (Payment Request, Cash Advance, Disbursements, Expenditure                  Report, Approval and scan file). 

( Check Cash Advance/ Payment Request/ Disbursement / Expenditure Report including all of documents. 

( Perform accurate data entry of all daily transactions with excel (cash book including manual , cash control sheet, advance and so on). 

( Arrange weekly, monthly financial packages and reports. 

( Internal control assessments of the field offices: monitors budget Vs actual expense (Class Ledger & Budget follow up) compared with Plan of Action (POA). 

( Organize Monthly Fund Request of CDP according to Monthly Fund Remittance Report (FRR). And request to HO Finance Team. 

( Manage and process the project expense report sheets for each sector in CDP including analysis, allocation, summarizing and entering data. These monthly project expense reports must reach the Head Office (Yangon) by the 20th of each month. 

( Program and make sure the report meet the dead line. 

( Ensure that monthly data back-up of Finance’s computer, external hard disk and Google Drive. 

( Ensure systematic filling system for cash and bank supporting documents and other important documents in sequential order for audit program. 

( Any other duties as advised by supervisor. 

Coordination/Collaboration 

( Coordinate the payment of monthly salaries for staff. Ensure enough funds are in the Office safe for salaries to be paid. Prepare salary receipts, and maintain records for salaries paid. 

( Work with Project Manager/Coordinator for preparation of budgets. 

( Make sure all the receipts are clear, reasonable and are in line with budget before sending report to Yangon Office. Answer the query from Finance Manager/Officer from Head office regarding expense receipts. 

( Work closely with project staff for clear understanding of good financial guidelines and management. 

( Participate in POA developing. 

Reporting 

( Prepare financial reports in cooperation with Project Coordinator and make sure the reports meet the deadline. 

( In cooperation with Project Coordinator analyze monthly project budget reports and then distribute to Admin & Finance Manager (HO). 

Agreement 

I agree to respect, accept, observe and follow Code of Conduct, Myanmar staff guideline, rules and regulations to achieve mission and vision of Good Neighbors International. 

Physical Requirements 

This position is administrative and it is anticipated that the incumbent be able to meet normal physical requirements.
Good Neighbors (Myanmar) has a zero tolerance to any harm or sexual exploitation and abuse against any beneficiaries (or program participants). Safeguarding and Protection from Sexual Exploitation and Abuse (PSEA) is everyone’s shared responsibility and all GN employees and partners are required to adhere to GN’s Code of Conduct both during and outside working hours. If a GN employee is reported any alleged or found to be with malicious intent will be subject to disciplinary action being taken, including investigation, termination of employment and any other legal action will be taken.
** CVs and incomplete forms will not be considered.

▶▶▶ Please complete and return this application form to No. (9-A), Aung Myay Thar Si Street, Kamayut Township, Yangon, Myanmar (or) send an email to recruitment@gnimyanmar.org.
Notes: Due to urgent needs of the role, GNI would start the recruitment process before end of the closing date.

Notice: Only short-listed candidates who have required qualification and experience will be contacted for interview.
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Good Neighbors International (GNI) is an international humanitarian and development organization with its headquarters located in Seoul, Republic of Korea. We are a non-profit, non-governmental organization and in General Consultative Status with the United Nations Economic and Social Council (UN ECOSOC). GNI coordinates emergency relief, medical programs, educational and training programs, as well as community development projects, which enhance the capacity of individual beneficiaries, participants, employers and host organizations to meet the opportunities and challenges of a changing Myanmar.

Application for Employment
	Full Name:
	

	Position applied for
	

	Position based in (Location)
	

	Expected Salary
	


1.  Personal Information

	(Please insert your Passport size picture here)
	Name
	

	
	Gender
	

	
	Date of Birth
	

	
	Place of Birth
	

	
	Marital Status
	

	
	Nationality
	

	
	Religion
	

	Citizenship No.(NRC)
	

	Contact Number(s)
	

	E-mail Address
	

	Present Address
	

	Permanent Address 
	


2.  Family Information
	Name
	Relationship
	Date of Birth

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.  Education

A. University or equivalent

	Name
	Place & Country
	Attended From/ To
	Major and Degrees & Academic

	
	
	Month/Year
	Month/Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B. Relevant training courses / learning activities (Please write details of other relevant training courses or learning activities which you feel may support your application)

	Name
	Place & Country
	Years Attended
	Certificates or Diplomas Obtained

	
	
	Month/Year
	Month/Year
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


4. Employment Record (Starting with your present post, list in reverse order every job you were engaged in. 
Use a separate block for each employment) 

	A. Position (Current or Recent)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                       Final:                   

	Description of Your Main Duties

	


	B. POST (2)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                         Final:

	Description of Your Main Duties

	


	C. POST (3)
	Working Period
	

	Name of Organization
	
	Type of Business
	

	Title of Post
	
	Name of Supervisor
	

	Address of Organization
	

	Salaries Per Annum
	Starting:                                         Final:

	Description of Your Main Duties

	


5. Languages (What is your Mother Tongue?       )
	Language
	READ
	WRITE
	SPEAK

	
	Basic
	Inter
	Advanced
	Basic
	Inter
	Advanced
	Basic
	Inter
	Advanced

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


6. Other Skills

	List any office machines or equipment and computer programmes you use. 

	


7. General
	A. Please state how soon will you be able to start working for GNIMMR in case a contract is given to you?


	B. Do you have a valid driving license? Yes:       No:      

 FORMTEXT 
      FORMTEXT 

     
 If Yes, for what type of Vehicle: 


	C. Do you have had any serious health issues in the last five years? Yes:       No:      

 FORMTEXT 
      FORMTEXT 

     
 If Yes, please write down the illness: 


	D.  What are your Hobbies and Interests?           

	a. Have you ever been convicted for a criminal offence? Yes:       No:      

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
     

 FORMTEXT 
      FORMTEXT 

     
 If “Yes”, please give details. 


	b. If you are offered a position with GNIMMR, we require a police report of your criminal status from the police department. Do you have any reservation regarding this? Yes:       No:      

 FORMTEXT 
     

 FORMTEXT 
      FORMTEXT 

     
 If “Yes”, please share: 


	c. Are you available for travelling to any project area if necessary? Yes: 


	E. Are you membership of any professional or specific society? Yes: 


	F. Where did you have information about this vacancy?
	Newspaper 
Other (please specify)      

	G. Have you ever been employed by GNIMMR? If Yes,
	Yes: Yes      No: 
Location: 

	H. Have you ever made an application to GNIMMR?
	Yes: 

	I. If Yes
	Position: 


8. Motivation with Evidence (Using no more than 1,000 words, please write a brief answer for the following questions with specific examples to support your statement)
	Please describe the reason why you are interested in this job advertise and outline relevant skills, experiences and abilities related to the position.

	


9. References (Please provide us at least two references)
	Name
	

	Position 
	

	Organization
	

	Location (Address)
	

	Phone no./ Email 
	

	Relationship with you
	


	Name
	

	Position 
	

	Organization
	

	Location (Address)
	

	Phone no./ Email 
	

	Relationship with you
	


10.  Applicant’s consent
	I certify that the statements made by me in this application of employment form are true, complete and correct to the best of my knowledge and belief. I hereby acknowledge that I have reviewed, understood the above statement and that I am aware of the fact that my personal information provided in this form will be processed by Good Neighbors International Myanmar or its representatives.
Signature: ________________________                             Date: ____________

Good Neighbors (Myanmar) has a zero tolerance to any harm or sexual exploitation and abuse against any beneficiaries (or program participants). Safeguarding and Protection from Sexual Exploitation and Abuse (PSEA) is everyone’s shared responsibility and all GN employees and partners are required to adhere to GN’s Code of Conduct both during and outside working hours. If a GN employee is reported any alleged or found to be with malicious intent will be subject to disciplinary action being taken, including investigation, termination of employment and any other legal action will be taken.
(Please print name in case you do not have a digital signature)


**CVs and incomplete forms will not be considered.

▶▶▶ Please complete and return this application form to 

No. (9-A), Aung Myay Thar Si Street, Kamayut Township, Yangon, Myanmar.

Email: recruitment@gnimyanmar.org
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