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JAAGO Foundation Trust
Finance & Admin Officer

Application Deadline : 20 Jan 2026

Summary
Vacancy: 1 Location: Dhaka
Salary: Tk. 56171 (Monthly) Experience: 3 to 5 years

Published: 29 Dec 2025

Requirements

Education

e Bachelor/Honors
e Masters
e Bachelor's or Master's degree in Finance, Accounting, Business Administration, or

related fields.

Experience

e 3to5years
e The applicants should have experience in the following business area(s): NGO

Responsibilities & Context

Organization Overview: JAAGO Foundation Trust is a non-profit organization that empowers
underprivileged individuals and communities in Bangladesh through education, youth
development, women's empowerment, climate change, governance and poverty alleviation.
Position Summary: The Finance & Admin Officer will manage the awareness and training
project’s financial and administrative functions, ensuring compliance with budget guidelines,
donor requirements, and project documents. Reporting to the Project Manager, this role

involves handling financial tracking, reporting, procurement, and logistics support. The



Finance & Admin Officer will work with a diverse team to maintain accurate records and assist
in organizing project activities, ensuring the smooth operational flow of the project. The role is
critical in managing resources effectively, especially for field-level activities.

Financial Management & Budget Compliance:

e Manage project budgets to ensure all expenses are tracked accurately and comply with
project guidelines and donor requirements.

¢ Monitor financial transactions to ensure compliance with approved budgets and donor
regulations.

e Prepare monthly, quarterly, and annual financial reports for internal review and donor
submission, ensuring transparency and accuracy.

e Work closely with the finance department to manage cash flow and ensure timely
disbursement of funds for project activities.

Procurement & Logistics:

e Qversee procurement activities, ensuring all purchases and services are aligned with
project objectives and donor policies.

e Coordinate procurement processes, including sourcing vendors, obtaining quotes, and
securing the best value for money.

e Manage logistics for project-related events, including organizing venues, travel
arrangements, and resources for training sessions, workshops, and community
outreach activities.

Administrative & HR Support:

e Handle HR-related tasks, including onboarding new staff and ensuring compliance with
organizational policies and project needs.

e Maintain accurate project records, including financial documentation, procurement
transactions, and personnel files.

e Assist in organizing project events, ensuring smooth operational flow and adherence to
the project plan and timelines.

Compliance & Audit:

e Ensure compliance with donor regulations, financial reporting requirements, and audit
processes.

o Work with internal and external auditors to ensure project financials are audit-ready
and meet donor guidelines.

¢ Implement corrective actions as needed based on audit feedback to maintain financial
transparency.

Coordination & Support:



e Coordinate with the Project Manager and senior management to ensure the efficient
use of resources and timely execution of project activities.

e Provide support to the project team on financial procedures, procurement processes,
and logistics.

e Liaise with other departments to ensure financial and administrative tasks are aligned
with project goals and timelines.

Safeguarding

e Uphold and promote the organization's safeguarding policies to ensure the safety,
dignity, and well-being of all children, young people, and vulnerable adults engaged in
our activities.

e Immediately report any concerns, suspicions, or incidents of safeguarding breaches in
line with the organization’'s reporting procedures.

e Maintain professional boundaries and conduct that fosters a safe and respectful

environment for all beneficiaries, colleagues, and stakeholders.

Skills & Expertise

Administration Financial Management Procurement

Suggested by bdjobs

Accounting Accounts and Finance Accounting Software

Compensation & Other Benefits
e Weekly 2 holidays,T/A

Workplace

Work at office

Employment Status

Full Time

Job Location

Dhaka

Company Information
JAAGO Foundation Trust
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More jobs from this company
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