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Terms of Reference

QOb Title: Accountant

1.

Responsible to Project Director: Bangladesh Regional Connectivity Project-1, MOC
Component

Key Responsibilities:

Prepare monthly PMU budget;

Provide reliable and pertinent information for organizing and allocating funds from
the PMU budget of project;

Ensure timely payment of bills for the Project;

Ensure that PMU staff get their pay on time;

Make sure that transactions are covered by adequate sanctions and do not have any
deviations;

Report to the Project Director about any discrepancy, irregularities or any other
accounts related risks that may hamper project implementation;

Reconcile final bill claim with provisional bill claim at the end of the year/project;
Produce bank reconciliation statement for the Project;

Ensure that necessary books of accounts like cash book, ledger etc. are prepared and
compare with exchange bank statement;

Keep record of the inventories of the purchased assets and keep track of where the
assets (furniture, office equipment etc.) are place;

Record the fund transferred from various exchanges and crosscheck with the
ledgers and if necessary correspond with the bank;

Keep record of all financial dealings and prepare report to support audit activities;
and

Any other responsibilities requested by the Project Director.

Qualification and Experience:

BBA/MBA with major in Accounting or Finance/Equivalent degree;

Minimum 03 (three) years working experience in accounting in the government or
banking sector or foreign aided project;

Good computer skills in MS Word and MS Excel;

Good interpersonal skills.

Languages:

Excellent oral and written communication skill in Bangla and English.

Duty Station:

Dhaka, Bangladesh.

Duration:
W~

Only for Project period.
. \0( 4

Md. Mijanur Rahman
Project Director (Juint Secretary)
Bangladesh Regonz! Connectivity Project-1

© Ministry of Commerce
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