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Disadvantage Children and Youth Development Association (DCYA)
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Responsible to manage the budget of the projects and of the association
budget

enuiugusan (g, Y1300 (e U1l Wigswouniuey axusdImIumutelIay
Summarize the expenses in monthly basis, three months basis and yearly
basis for the director and the board
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Do the budget plan in quarterly basis or six months basis to the donors for
financement of the project implementation

§Uﬁu§aﬂynﬂuaUznsu (T WINIUT29IRL U

Responsible to do the assocition inventory list.
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Give advisory to the service staff for the office maintenance.
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Prepare and pay salaries to association staffs
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Follow up and manage the using of material / vehicles and the maintenance
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Representative of the director or the board to coordinate to the partners
concerned with admin, finance and procurement work as necessary.
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Lead, monitor and manage admin works in other units:
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Follow up and make memo on office material using
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Follow up the maintenance of computers, printers, internet service
regularly
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Follow up the cleaness, environment and the safety in the office
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Terms and conditions

Willing ness to work to complete work tasks

Good relationship with working team and other people concerned
Able to work in rural areas of province downtown sometime
Motorbike / auto driving license
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Savannakhet, 20 /12/ 2023
DCYA director
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