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Finance and Administrative Assistant
	Job grade
	International
	Reports to
	Programme Manager

	Directorate
	Conservation and Policy

	Function
	

	Contract 
	Fixed term contract 

	Location
	Palawan, Philippines



Responsibility for resources
	Direct line reports
	NA
	Responsibility for other resources
	NA

	Financial resources
	NA
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives, and every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.
In 2010, the ZSL-Philippines Country Office was established as a duly accredited NGO registered under the Securities and Exchange Commission (SEC) as a local branch of a foreign charitable institution registered in the UK, with its primary office in Iloilo City. Over the past 15 years, ZSL-Philippines has gained ground in mangrove conservation, locally managed marine protected areas (MPAs), freshwater conservation in northern Luzon, and the conservation of endangered species including the Palawan pangolin, Mindoro tamaraw, and Philippine seahorse. To date, ZSL-Philippines has 36 staff based in its home and field offices in Iloilo, Puerto Princesa, Tuguegarao, Siargao, and Masinloc, with an annual budget of £200,000 per annum.

Project Description
Tackling Climate Change through Health-Oriented Policy Interventions in Coastal Marinescapes
This research project, led by the London School of Economics and Political Science (LSE) in partnership with the Palawan Council for Sustainable Development Staff (PCSDS), addresses the interlinked challenges of climate change and health in the Philippines' coastal marinescapes, with a geographic focus on Palawan. While existing research has focused mainly on the biophysical dimensions of marine ecosystems, this project fills a critical socioeconomic gap by building the evidence base for health-oriented policy responses — examining how mangroves support human health and livelihoods, and how sustainable Marine Protected Area (MPA) and fisheries management can be designed in a just and equitable way for small-scale fishers.
Using a mixed-methods approach — combining desk review, stakeholder consultations, surveys, key informant interviews, and focus group discussions — the project will generate a peer-reviewed journal article, two policy briefs, and a high-level policy dialogue with Philippine and UK stakeholders, including DENR, ADB, and FCDO. Funded through the UK's International Science Partnerships Fund (ISPF) Challenge-Oriented Research Grants, the research supports the Philippines' national Blue Economy Agenda and strengthens UK-Philippines collaboration on climate, health, and ocean resilience.

Purpose of the Role
The Finance and Administrative Clerk provides clerical, finance, and administrative support to the project team by maintaining accurate records, encoding routine financial transactions, assisting with payment documentation, supporting procurement and logistics processes, and ensuring proper filing and safekeeping of project documents. The role supports the Finance and Admin team under close supervision and does not hold approval, compliance review, or financial decision-making authority.

Key responsibilities 
· Provide routine administrative and clerical support to the project team, including filing, photocopying, scanning, document routing, and maintaining project records.
· Prepare approved financial transactions, liquidations, and supporting details ready for encoding to QuickBooks or prescribed finance templates by the Finance Officer or Finance Manager.
· Assist in preparing payment request documents, vouchers, cash advance forms, liquidation forms, and other routine finance documents for review and approval by authorized staff.
· Maintain orderly soft and hard copy filing of finance, procurement, administrative, and project documents to support easy retrieval and audit preparation.
· Track staff cash advances and liquidations using approved monitoring tools and follow up on pending documents as instructed by the Finance and Admin Officer or Programme Manager.
· Assist in checking whether submitted documents are complete before routing them for technical, finance, or management review.
· Support procurement documentation by compiling purchase requests, quotations, delivery receipts, invoices, and other required attachments.
· Assist with logistical arrangements for meetings, field activities, workshops, and travel, including venue coordination, supplies, transport coordination, and attendance documentation.
· Maintain inventory and office supply records and report low stock or missing documentation to the responsible staff member.
· Perform other related clerical and administrative tasks assigned by the Programme Manager, Finance Manager, or Finance and Admin Officer, consistent with the level and purpose of the role.
Authorities & Controls (Clarity on Approvals)
· Prepares: Routine forms, vouchers, payment request attachments, filing records, monitoring trackers, inventory lists, and logistical documents.
· Checks: Basic completeness of submitted documents before routing for review.
· Approves: None.
· Escalates to: Finance and Admin Officer or Finance Manager for finance matters; Programme Manager for operational, logistics, and administrative matters.

Key Performance Indicators (KPIs)
· Finance and administrative documents are filed and updated within two working days of receipt or completion.
· Approved transactions and monitoring trackers are encoded accurately and submitted for review within agreed timelines.
· Payment, cash advance, liquidation, and procurement documents are complete before routing to the responsible reviewer or approver.
· Cash advance and liquidation trackers are updated regularly and pending items are followed up as instructed.
· Procurement, logistics, attendance, and inventory records are complete, organized, and readily available when needed.
· Administrative and logistical support is provided on time for meetings, travel, workshops, and field activities.

Person Specification

	Experience


	Essential
	· Completion of a relevant degree, vocational course, or equivalent training in accounting, business administration, management, office administration, or a related field.
· At least one (1) year of relevant experience in clerical, finance support, administrative, bookkeeping, or office support work.
· Good organizational skills and attention to detail in handling records, forms, and supporting documents.
· Experience in basic data entry, filing, document tracking, or preparation of routine administrative and finance documents.
· Ability to work effectively with project, finance, administrative, and field staff.

	Desirable 
	· Basic familiarity with QuickBooks or similar accounting software is an advantage.
· Previous experience in an NGO, project office, field office, or conservation-related programme is an advantage.


	Knowledge and skills


	Essential
	· Proficient in basic spreadsheet and document preparation using MS Excel and MS Word.
· Good communication skills in Filipino and English.
· Able to maintain organized records and handle routine documents with accuracy and confidentiality.
· Able to follow instructions, meet deadlines, and coordinate simple administrative and logistical tasks.

	Desirable
	· Basic knowledge of procurement documentation, inventory monitoring, or project filing systems is an advantage.


	Additional requirements


	Essential
	· Strong commitment to ZSL values: collaborative, inspiring, inclusive, innovative, impactful, and ethical.
· Commitment to safeguarding, equality, and diversity in all project activities.
· Compliance with and active promotion of ZSL Health and Safety policies and procedures during all field operations.
· Willingness to travel to project sites as required by the workplan.




Acknowledgement 

I have read and understood the Job Description, and I hereby acknowledge the conditions and responsibilities for the job as stipulated in this Job Description.

	


	
	

	Job Holder’s Signature over Printed Name
	
	Date signed



Kindly affix your signature and date signed on each page of the Job Description.
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