
Career Opportunity: Director of Finance & Administration

Are you ready to make an impact?
Because you can at Teach For Cambodia.

At A Glance
- Open Position: Director of Finance & Administration
- Location: Phnom Penh
- Reports to: Chief Operating Officer
- Employment Type: Full-time
- Start Date: ASAP
- Application Deadline: Ongoing
- Basic Requirements: Cambodian citizen
- Compensation: Negotiable, based on skills & experience

Position Overview

The Director of Finance & Administration oversees all aspects of financial and administration activities. The
DoFA will be tasked with expanding financial structures, accounting and control systems to ensure the
long-term financial sustainability of the organization. The DoFA will also be tasked with ensuring TFC’s
internal systems and procedures evolve to support future growth and conduct flawless audits. This position is
ideal for someone who is looking for an opportunity to take on a critical leadership role in a dynamic, evolving
and fast-paced not-for-profit that aims to have a positive, long-term impact on public education in Cambodia.

The DoFA will lead all day-to-day finance operations and administration and manage a small team
(Finance/Admin, IT, Research/Impact Evaluation hires pending), including functional responsibilities over
accounting, grants management, budget development, forecasting and monitoring, reporting, taxes, payroll,
and policies and procedures. The DoFA will work closely with the Senior Leadership Team (SLT) members and
their team members on planning and analysis and to educate them regarding finance and accounting
procedures, as well as grant proposal development, management and reporting. The DoFA reports directly to
the Chief Operating Officer and will be a member of the leadership team.

Key areas of responsibilities

Financial planning and analysis
● Develop and monitor budgets and forecasts. Lead Teach For Cambodia’s Senior Leadership Team in an

annual budgeting and mid-year reforecasting process; administer and review all financial plans on a
monthly basis and compare to actual results with a view to identify, explain, and correct variances as
appropriate. Develop short-, medium-, and long-term financial plans and projections.



● Partner with the SLT to align financial management with short- and long-term plans and projections
and address all operational and strategic issues as they arise; provide strategic recommendations to the
SLT based on financial analysis, cost identification and allocation, and revenue/expense analysis.

● Oversee the preparation and approval of all financial reporting materials and metrics for funders, the
Board of Directors, and key external constituents; prepare and communicate monthly and annual
financial statements for internal and external use.

● Represent the organization to financial partners, including financial institutions, auditors, etc.

Financial and accounting management
● Manage cash flow and forecasting. Oversee all accounts, ledgers and reporting systems ensuring

compliance with appropriate Accounting standards and regulatory requirements.
● Maintain internal control and safeguards for receipt of revenue, costs, and program budgets and actual

expenditures. Help ensure maintenance of fiscal policies and procedures.
● Consistently analyze financial data and present financial reports in an accurate and timely manner;

clearly communicate monthly, quarterly, and annual financial statements; monitor progress and
changes and keep SLT abreast of TFC’s financial status. Coordinate activities between development and
finance.

● Oversee all financial, project/program and grants accounting; ensure that expenditures are consistently
aligned with grant and program budgets throughout the grant/fund period; collate financial reporting
materials for international and local governmental agencies, corporate and foundation grants.

● Oversee all audit activities. Ensure legal and regulatory compliance.

Administrative Management
● Overall responsibility for administrative policies and procedures, compliance with respective

ministries, monthly payroll and tax submissions, and office management and IT needs

Team Management & Collaborations
● Develop and manage direct staff (Finance/Admin, IT, Research/Impact Evaluation hires pending)
● Engage members of the SLT to facilitate cross-functional collaboration to ensure that all internal

systems and processes support TFC’s strategy, operational delivery and data collection needs
● Hire and retain staff and external consultants/professionals as needed.
● Provide guidance on attracting and developing key staff for TFC.

Candidate Profile

This is an extraordinary opportunity for a mid-level leader with at least 7-10 years of experience (could include
a Master’s degree), followed by experience managing a team and reporting financial information to executive
teams and external stakeholders. Other preferred qualifications include:

● Experience as a senior manager or director of finance & administration or equivalent, preferably in an
organization with an operating budget of at least $1M USD. Additional experience should include
working directly in or overseeing accounting, budget, compliance/legal, and other relevant functional
areas.



● A proactive, hands-on strategic thinker who will fully own all finance and administrative functions and
can provide guidance on issues to a senior leadership team and/or Board of Directors.

● Ability and desire to work in a “newer” operation, with less structure than a more established
organization and lead a team to ambitious results. Experience working in “agile” environments.

● Excellent people and communication skills, especially in discussing financial and administrative topics
internally with a variety of staff and externally with key stakeholders.

● Proven effectiveness leading and managing a team, comprise of finance and IT/admin employees,
consultants, and other professionals

● Forecasting skills; high level proficiency in Excel. Advanced knowledge of accounting and reporting
software.

● Minimum of a BA; CPA and/or MBA preferred.
● Strong desire to learn and/or familiarity and experience with not-for-profits and not-for-profit

accounting/finance (e.g. fund and grant accounting, compliance and reporting, grants management as
it relates to compliance and reporting of international and domestic corporate, individual and
foundation grants.

● Fluency in Khmer; high-level English ability.

Values and Mindset

● Deep belief in the power of education to transform lives, communities and Cambodia
● A strong sense of respect and humility
● Shows perseverance when faced with challenges

Benefits & Unique Opportunities
Benefits include a flexible vacation policy, premium medical insurance, dental/eyeglasses allowance and
opportunities for professional development and travel. For example, you will have the unique opportunity to:

● Participate in various professional development opportunities led by regional and global experts
from the Teach For All network. Get access to some of the most provocative and innovative
practitioners and educational experts in the world today. TFC team members have joined calls with
Angela Duckworth (author of Grit), Salman Khan (founder of Khan Academy), Reed Hastings
(founder of Netflix), Ju Ho Lee (former minister of education, science and technology of the
Government of the Republic of Korea), and many more.

● Surround yourself with colleagues who are passionate about education who have a big sense of
possibility. We take the time to understand our strengths, our students, their families, our schools and
communities, and the challenges and opportunities to make a positive impact on our education
system.

● Work in a vision-oriented and values-based organization that is agile and still new. Be part of a
“growth” culture that fosters constant learning, experimentation, and continuous feedback.

How to apply

1. Please submit a resume and cover letter to info@teachforcambodia.org with the email subject:
“Application: Director of Finance & Administration”.

https://teachforall.org/
mailto:info@teachforcambodia.org


2. If shortlisted, we will contact you to set up an interview.

--

About Teach For Cambodia

Our Vision is that by 2050 all children in Cambodia will have the education, support and opportunity to create
a better future for themselves, their families and their communities. Our Mission is to work in partnership with
others to create positive change in Cambodian public education through building the teaching and leadership
skills of teachers as agents of change in Cambodian public schools and the broader education sector.

To achieve our mission, TFC recruits outstanding recent university graduates, existing teachers, and young
professionals – across academic disciplines and career interests - to commit for two years as teachers in
high-need public schools. We develop and support these ‘Fellows’ to become long-term agents of change, who
will work in Cambodian schools and the broader education sector to address problematic learning outcomes.
Since launching the organization in 2017, Teach For Cambodia has trained and placed over 60 Fellows in 16
public schools within Phnom Penh, Kandal and Kampong Chhnang. Collectively, they reach over 9,000
secondary school students. In 2020 and beyond, Teach For Cambodia aims to reach 15,000 children and
support its first alumni cohort in careers and sectors that can help ensure system-level change — from
teaching, to school leadership, to policy making, to social innovation.

TFC’s current fiscal year budget is around $650K with approximately 10 staff headquartered in Phnom Penh at
the Raintree Building. Next year’s growth plan includes approximately doubling the budget and the number
of staff, while deepening programmatic impact in our three placement regions. Near and mid-term growth will
be dependent on the foundation we set now for an enduring and sustainable future. TFC is a local
not-for-profit organization.

We have been grateful for the partnership of and support from a broad range of stakeholders in Cambodia and
internationally, including the Ministry of Education, Youth and Sport, the Royal University of Phnom Penh,
KMH Foundation (ISI Group), DHL Cambodia, a growing number of public schools and communities, and the
global Teach For All network.

Our team is passionate about our mission and serious about our work, and we support each other to grow
personally and professionally. We want you to know that our culture is about learning, having fun and
embracing a little weirdness. By weirdness, we want to celebrate our team’s individuality and bravery in
bringing their full self to work. We look forward to meeting you and welcoming you to our team!

More on working at Teach For Cambodia

http://teachforcambodia.org/career

