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Position: Finance and Administration Officer
Location: Boston, MA
D-tree International is a non-profit organization based in Boston. Our mission is to develop and support electronic clinical protocols that enable health care workers worldwide to deliver high quality care.  We currently have an office in Tanzania with a team of 10 staff. We are a very field based organization and the goal of the Boston based staff is to facilitate our work in the field and support the highly dedicated staff who work in Tanzania.
The Finance and Administration Officer will assist with the management of all organizational financial and administrative systems, including accounting, payroll, A/P and A/R, contracts, grants and subawards, and participate in overall strategy and work development for D-tree. Although the position is primarily administrative, we expect all D-tree employees to understand the technical work that we do and become involved with programmatic activities as well. Accordingly, the Finance and Administration Officer will travel up to a few times a year to Tanzania or other field sites.  This position will work with the Director of Administration and Finance, as well as US-based and Tanzanian staff and partners to ensure that work is carried out effectively.

Specific tasks of the Finance and Administration Officer will include:

· Maintaining accurate and up-to-date financials in a Quickbooks-based accounting system
· Assisting with HR functions (timesheets, payroll, etc.)
· Leading and following up on fundraising efforts and proposals
· Managing compliance on grant and contract terms (for awards and subawards)

· Assisting in reporting of activities to partner and donor agencies
· Developing communications and marketing efforts for D-tree (website and other)

· Participate in strategy and proposal development, including budgeting
Qualifications:

· BA required; Masters degree in administration, business, public health, international development or related field desired
· 1-3 years experience in finance or administration position with significant level of responsibility.  Experience in non-profit administration, public health or in low-resource settings an advantage

· Willingness to travel occasionally to Tanzania or other field sites and work at least part-time from home or other off-site location
The ideal candidate would have the following skills and attributes:
· Interest in public health and commitment to improving health care in low-resource settings
· Ability to take initiative without constant direct supervision.  A person who can self-manage tasks when necessary but also work regularly with a team.   
· Ability to represent projects and organization to a wide variety of individuals and groups including donors, partner organizations, government officials and the general public.
· Excellent organizational skills and persistent follow-through on tasks pending (both your own and tasks pending from other staff in the organization)
· Excellent computer skills including standard office and accounting software

· Knowledge and experience administering grants and contracts under USG governing regulations for non-profits (A-110, A-122, A-133 and others) or willingness to learn
· Experience with project budgeting and operational planning 
· Willingness to learn, take on new tasks and responsibilities and grow with the organization.
Please submit cover letter and CVs to Molly Bogan (mbogan@d-tree.org) to apply.  
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