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About MicroEnergy Credits
MicroEnergy Credits is a social enterprise that enables greater access to clean energy for poor people around the world by tapping the carbon market to expand access to capital.  By helping microfinance institutions (MFIs) provide microloans for clean energy technologies, those in the greatest need can purchase solar lighting for their home or business, and smoke-free stoves for their kitchens. With microfinance, clean energy technologies become more affordable than wood or fossil fuels while offering a cleaner, safer and more efficient energy source. More than 80,000 households have already adopted clean energy as a result of MEC's financing program in Asia, Africa and Latin America. 
Opportunity:
· MicroEnergy Credits offers a rare opportunity to work in a lean, early stage company in the social enterprise space. 
· As the Business Manager you will report to the CFO, supporting a range of functions including bookkeeping and accounting, financial planning, and budgeting.
· You will manage the development and implementation of HR policies and procedures and employee benefits, as well as facilitate the hiring and evaluation process for employees. 

Responsibilities:
· Finance
· Day to day management of financial transactions and processes, including:
· Process payroll, employee benefits, and payments of employment taxes
· Manage record keeping and account for receipts and disbursements
· Ensure timely filing of registrations, taxes, payroll and insurance requirements
· Assist the CFO in developing and monitoring the annual budget
· Prepare financial reports and exhibits such as financial position, budgets, and forecasts
· Provide support for with annual audit tasks
· Assist in ad-hoc finance requests from staff
· Human Resources 
· Oversee the recruitment and selection of employees, ensuring that staffing requirements are satisfied in the most timely and cost effective manner; this includes overseeing the process for posting jobs, screening resumes, maintaining recruitment files, and preparing correspondence to candidates 
· Support departments and regional offices in assessing their current and future staffing needs
· Responsible for working with hiring managers to develop job descriptions
· Develop, maintain and communicate effective and efficient policies and administrative procedures for personnel programs; administer employee benefits 
· Develop and maintain records and reports to ensure compliance with regulatory requirements
· Assist with issuing specific employment agreements and other employment documents 

Qualifications: 
· Experience with Quickbooks (Required) and MS Office Suite, especially using Excel for financial modeling
· Bachelor’s degree plus 5-6 years of solid administrative and human resources experience required
· Superior written and oral communication skills and attention to detail, combined with highly organized and professional work style
· A professional and resourceful style with the ability to work independently and as a team player, to take initiative, manage multiple projects simultaneously 
· Comfortable working in a small, rapidly-growing organization 
· Committed to social mission

Compensation:
· As a rapidly growing startup, MEC is committed to providing a reasonable cash compensation, commensurate with experience, complemented by generous equity and performance bonus. 

How to Apply: 
· Please send resume and cover letter to info@microenergycredits.com with the subject line “Business Manager”.
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