JOB TITLE: Finance & Administration Manager

DEPARTMENT: administration

LOCATION: Taipei, Taiwan

ABOUT THE ROLE:

Thisroleisa ‘leadership role’ that supports the Section Director, works with other
members of the management team, and provides advice/recommendations to the board.
Supporting fast growing organizations to function healthy and keep the organization to

comply with the law and Amnesty International’ s policy.

Key Responsibilities:

To provide efficient and systematic support to AITW work, through timely administration
of the AITW Section office and the presentation of a professional image of AITW to the
public. The Finance and Administration Manager is expected to work closely with the
Director and other members of the management team to provide leadership and
accountability in the areas of:

® Financial Management

® Office and Human Resources Management

® Operational Policy, Guidelines and Manual Development and Compliance

Requirements:

® University degree, preferably in management, accounting or related discipline




At least 5 years relevant experiences in financial, human resources, and/or office
management. Experience in INGO management is an advantage

Experience of preparing and monitoring budgets and an ability to identify budget
problems and solve them

Experience working with large-scale fundraising programs and fast growing
organizations is an advantage

Proficient in MS office and Excel. Knowledge in accounting software preferable
Experience of dealing with suppliers and external contacts, including the ability to
preempt and troubleshoot issues, negotiate contracts and provide advice based upon
some understanding of local contract law

Must have relevant local network within areas such as tax, immigration, office support
service contractors etc.

Ability to handle full set of books and to work independently

Excellent communication (Oral and written) skills in Chinese and English
Understanding and strong commitment to the protection and defense of human

rights
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