Yayasan Tunku Abdul Rahman

Vacancy: Finance & Admin Assistant (Part -Time/Intern)

About Yayasan Tunku Abdul Rahman (YTAR)

Established in 1966 by the Tunku Abdul Rahman Foundation Act, Yayasan Tunku Abdul Rahman is a
statutory body committed to fostering a thriving, equitable, and inclusive society. Our mission is to
empower young Malaysians aged 16 to 25, particularly those from underserved communities, through
initiatives such as the Closing The Gap (CTG) programme, Tunku Abdul Rahman Scholarship (BTAR), and
FutureReady programme. Learn more about our programmes in the Appendix section.

Position Overview

YTAR seeks a mission-driven Finance & Admin Assistant (part-time) who is proactive, detail-oriented,
adaptable, resourceful, and organized. This role is pivotal in supporting our Finance & Administration
Department.

Responsibilities:

e Assist in daily financial operations, including accounts payable and receivable, expense
reimbursements, and bank reconciliations.

e Aid in preparing financial reports such as balance sheets and income statements.

e Support financial audits and ensure compliance with Jabatan Audit Negara (JAN), Lembaga Hasil
Dalam Negeri (LHDN), and other regulatory requirements.

e Perform data entry and administrative duties as required.

e Maintain proper filing and organization of financial records.

Role: Finance & Admin Assistant (Part -time)

Start Date: Immediate

Allowance: Depending on qualification and experience (based on daily working rate)
Minimum Age: Must be 18 or above

Office Location: Menara UOA, Bangsar, Kuala Lumpur

Skills and Competencies

Commitment to organizational values.

Deep belief in and commitment to YTAR's vision.

Strong sense of ownership and independence in work.

High standards of excellence and attention to detail.

Problem-solving skills.

Proficiency in software applications such as Excel, Word, and PowerPoint.

Requirements:

e Completed a Certificate, Diploma or equivalent qualification in Finance, Accounting, Economics,
Business Administration, or a related field.

e Proficient in Bahasa Malaysia and English (oral & written).

e Willingness to work extended hours (only when it is absolutely necessary).

e Prior experience with AutoCount Accounting Software will be an added advantage.



Application (Deadline: 1 April 2025):

Please submit your application to vino.janardanan@yayasantarorg.my and
hiraniya@yayasantarora.my. Your application should include the following:

1. Application letter
2. Updated CV (with 2 referees listed).

Shortlisted applicants will be contacted for an interview.


mailto:vino.janardanan@yayasantar.org.my

Appendix

The CTG Programme (Form 4 to pre-university youths)

CTG was an independent initiative brought in and supported under YTAR since 2019 to help bright,
under-represented students navigate the complexities of the post-SPM landscape and help them get
into universities. The 2-3 year mentoring and development programme supports high-potential,
under-represented students with the knowledge, skills and mindset to enter universities and achieve
their fullest potential. Since 2017, CTG has supported 447 Scholars to unlock close to RM14 million in
scholarships and pursue their higher education at Stanford University, University Malaya, Sunway
University etc. Find out more about Closing The Gap here.

The BTAR Scholarship (University Youths)

Through the Tunku Abdul Rahman Scholarship (BTAR), YTAR identifies and develops high-potential,
deserving students who embody Tunku's values to become young leaders working towards a modern,
just, and compassionate Malaysia. This scholarship is open to all Malaysians who are planning to pursue
their undergraduate studies in a local private or public university, in various disciplines. A Tunku Scholar
demonstrates a high level of grit, a record of overcoming challenges, strong leadership potential and
drive to contribute to Malaysia. We also prioritise applicants from challenging or low-income
backgrounds.

As the scholarship emphasises holistic excellence, our Tunku Scholars, as we would call our scholarship
recipients, will undergo a 2-year leadership development programme as part of their scholarship
experience. The leadership development programme includes mentoring by the Alumni community,
developmental opportunities such as workshops and camps as well as an opportunity to lead a
community project. The leadership development aspect of the programme will equip the Tunku
Scholars with the skills, mindsets, and values to emerge as nation-builders. Find out more about BTAR
here.

FutureReady (Post-Graduation)

FutureReady is a programme run in collaboration with Accenture Malaysia that aims to help B40 youth
thrive in today's competitive graduate job market. The programme is focused on improving
employability among high-need youth and upskilling students for a career in the professional services
industry through building strong technical skill sets and sustainable mindsets. Since 2021, FutureReady
has supported 137 university students and graduates on their upskilling journey. Find out more about
FutureReady here.

For more information about the Tunku Abdul Rahman Foundation, visit our website and follow us on our
social media platforms at https:/linkiree/yayasantar


https://www.closingthegap.yayasantar.org.my/
https://www.yayasantar.org.my/tarscholarship
https://www.yayasantar.org.my/futureready
https://linktr.ee/yayasantar

Yayasan Tunku Abdul Rahman

Jawatan Kosong:Penolong Kewangan & Pentadbir(Separuh
Masa)

Mengenai Yayasan Tunku Abdul Rahman (YTAR)

Ditubuhkan pada tahun 1966 melalui Akta Yayasan Tunku Abdul Rahman, Yayasan Tunku Abdul Rahman
adalah sebuah badan berkanun yang komited untuk membangunkan masyarakat yang makmur, adil,
dan inklusif. Misi kami adalah untuk memperkasakan belia Malaysia berumur 16 hingga 25 tahun,
terutamanya dari komuniti yang kurang bernasib baik, melalui inisiatif seperti program Closing The Gap
(CTQ), Biasiswa Tunku Abdul Rahman (BTAR), dan program FutureReady. Ketahui lebih lanjut mengenai
program kami di bahagian Lampiran.

Pengenalan Jawatan

YTAR sedang mencari Penolong Kewangan & Pentadbiran (separuh masa) yang berorientasikan misi,
proaktif, teliti, fleksibel, bijak, dan teratur. Peranan ini penting dalam menyokong Jabatan Kewangan &
Pentadbiran kami.

Tanggungjawab:

e Membantu operasi kewangan harian termasuk akaun belum terima dan belum bayar, bayaran
balik perbelanjaan, dan penyelarasan bank.

e Membantu dalam penyediaan laporan kewangan seperti kunci kira-kira dan penyata
pendapatan.

e Menyokong audit kewangan dan memastikan pematuhan kepada Jabatan Audit Negara (JAN),
Lembaga Hasil Dalam Negeri (LHDN), dan keperluan peraturan lain.

e Melaksanakan tugas kemasukan data dan pentadbiran seperti yang diperlukan.

e Menguruskan penyimpanan fail dan rekod kewangan secara teratur.

Jawatan: Penolong Kewangan & Pentadbiran (Separuh Masa)

Tarikh Mula: Segera

Elaun: Berdasarkan kelayakan dan pengalaman (mengikut kadar harian)
Umur Minimum: 18 tahun ke atas

Lokasi Pejabat: Menara UOA, Bangsar, Kuala Lumpur

Kemahiran dan Kompetensi:

Komitmen terhadap nilai-nilai organisasi.

Kepercayaan mendalam terhadap visi YTAR.

Rasa tanggungjawab dan keupayaan untuk bekerja secara berdikari.
Standard kerja yang tinggi dan perhatian terhadap perincian.
Kemahiran menyelesaikan masalah.

Kemahiran dalam aplikasi perisian seperti Excel, Word, dan PowerPoint



Keperluan:

Telah menamatkan Sjjil, Diploma atau kelayakan setara dalam bidang Kewangan, Perakaunan,
Ekonomi, Pentadbiran Perniagaan, atau bidang berkaitan.

Mahir dalam Bahasa Malaysia dan Bahasa Inggeris (lisan & tulisan).

Bersedia untuk bekerja lebih masa (hanya jika benar-benar diperlukan).

Pengalaman dengan Perisian Perakaunan AutoCount adalah satu kelebihan.

Permohonan:

Sila kemukakan permohonan anda kepada vino.janardanan@yayasantarorg.my dan

Permohonan anda hendakléh merangkumi:

1

2.

Surat permohonan

CV terkini (dengan 2 rujukan).

Pemohon yang disenarai pendek akan dihubungi untuk sesi temuduga.


mailto:vino.janardanan@yayasantar.org.my
mailto:hiraniya@yayasantar.org.my

Lampiran

Program Closing The Gap (Belia tingkatan 4 hingga pra-universiti)

Closing The Gap (CTG) merupakan sebuah program persendirian yang dibawa masuk ke
dalam struktur program YTAR pada tahun 2019 bagi membantu pelajar cemerlang lepasan
SPM yang berada dalam golongan keluarga kurang bernasib baik melangkah ke alam
pengajian tinggi. Program bimbingan mentor 2-3 tahun ini melengkapkan mereka dengan
kemabhiran, pengetahuan dan set minda yang diperlukan. Sejak 2017, CTG telah membantu 447
Scholars dengan jumlah biasiswa hampir RM14 juta bagi pelajar menyambung pelajaran ke
Stanford University, Universiti Malaya, Sunway University dan sebagainya. Ketahui dengan
lebih lanjut tentang Closing The Gap di sini.

Biasiswa Tunku Abdul Rahman (Belia tahap Universiti)

Melalui Biasiswa Tunku Abdul Rahman (BTAR), YTAR mengenal pasti dan membentuk pelajar
berpotensi tinggi dengan taraf kehidupan mencabar menjadi pemimpin yang adil, berfikiran
kedepan dan empati. Sebuah program berstruktur yang berteraskan perkembangan
kepemimpinan selama dua tahun diperkenalkan kepada Tunku Scholar bagi melengkapkan
mereka dengan kemahiran, nilai dan pemikiran yang diperlukan untuk menjadi pemimpin yang
berwibawa.

Para Tunku Scholars akan melalui program kepimpinan selama dua tahun yang terdiri daripada
pelbagai jenis bengkel, kem, program bimbingan mentor dan peluang untuk mengetuai projek
komuniti. Aspek perkembangan kepimpinan dalam program ini akan melengkapkan para
Scholars dengan kemahiran, set minda dan nilai untuk menjadi pemimpin berwibawa. Ketahui
dengan lebih lanjut tentang BTAR di sini.

FutureReady (Pasca Siswazah)
Program FutureReady merupakan sebuah program yang memperkasakan golongan belia

yang kurang bernasib baik untuk berjaya dalam dunia pekerjaan yang penuh saingan. YTAR
melalui program FutureReady dengan kolaborasi bersama Accenture Malaysia meningkatkan
kemahiran para belia bagi memastikan mereka mampu menghadapi industri professional
dengan cemerlang. Program ini dibina bagi memberi sokongan kepada pelajar dalam
menggilap set kemahiran professional mereka melalui bengkel, bimbingan mentor dan
pembentangan penyelesaian masalah. Sejak 2021, FutureReady telah membantu 137 pelajar
universiti meningkatkan kemahiran mereka. Ketahui lebih lanjut tentang FutureReady di sini.

Bagi maklumat lanjut tentang Yayasan Tunku Abdul Rahman, sila lawati laman web dan media
sosial kami di https:/linktree/yayasantar
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