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JOB PROFILE

	JOB TITLE: Finance Officer- Field Support


	DIVISION/ Department/ Location: 

Barguna, Bangladesh 


	Job Family: Finance

	Salary: Refer to National Salary Scale 


	Level: Level D Zone 2

	Duration: 06 Months (Fixed Term)
	

	Oxfam Purpose: 
To work with others to find lasting solutions to poverty and suffering

Team purpose: 
Delivering the Oxfam GB Programme in Bangladesh 

Job Purpose: 

· Responsible for delivering the specific finance and logistics functions

· Provide financial and logistics management related training and coaching to partners and enabling environment for running finance functions for the project.

	Reporting Lines: 

Post holder reports to: Project Manager- MAHASEN projects and maintain matrix management with Humanitarian Finance Officer (HFO)  
Staff reporting to this post: None



	Budget responsibility: NA

	Dimensions: 

· Finance and programme closely work together to achieve desired results in best manner

· Facilitate the training and coaching towards the partners finance personnel as part of building their capacity

· Undertaking projects such as partner’s support with financial monitoring visits
· Manages own time to deliver project objectives

· Contribute to procedures, guidelines and strategy and donor’s requirement.
· Understanding and maintaining donor’s contractual obligation.
· Handling wide ranging queries from internal and external sources including providing detailed information working in a diversified team

	Key Responsibilities

· Support Partner staffs and Oxfam MAHASEN Project staffs to maintain financial documents up to date according to Oxfam & donor financial policy & procedure.
· Verification of project related bill / invoice to ensure financial standard and procedure
· Verifications of 10% beneficiaries in each month those received grants from Oxfam/Partner and produce a report for PM and HFO.

· Produce monthly finance report in line with activity planning and reason for variance and submit to PM and HFO.
· Assist partner organizations to carry out general accounting duties related to management of cashbooks, general ledger vendor payments, advances, closure of accounts, verification of receipts and records maintenance

· Compilation of overall monthly financial report at project level on monthly basis using graphs, analysis of the same (in view of approved budget, overspending, under spending, cost effectiveness etc.) and make suggestions / recommendations to PM and HFO for timely and necessary actions

· Produce variance financial reports (Fortnightly, Monthly & Final report etc.) 

· Monitor and provide support to partners procurement of all the supplies under the project and ensure cost effectiveness (value for money, quality, timeliness)
· Stock taking of project inputs and report to HFO,
· Other duties as agreed with PM and HFO based on competence and capability 


	Skills and Competence:     (E) = Essential       (D)= Desirable 

· Sound accounting qualification and appropriate experience (E)

· A minimum of 3 years experience in providing a whole range of financial services to an organization ideally with at least 2 years in the International NGO (E) 
· Proven ability to interpret financial procedures with necessary explanation and standards others in their implementation (E)
· Excellent interpersonal skills, able to work as part of a multi-disciplined, multi-cultural team and challenging situation (E) 
· Excellent oral and written communication skill (D)

· Understanding on logistics management (E)

· Fluent written and spoken English and Bangla (D)

· Self-management including: ability to priorities own workload and work  independently and commitment to meet deadlines (D)
· Experience in a disaster risk management project particularly structural mitigation related projects (D)

· Strong willingness and ability to travel extensively especially to remote and difficult geographical areas (E)

· Potential and flexibility in attitude to learn and contribute with close project team (D)


	Other: 

· Able to work with minimum supervision and provide solutions to problems as they arise.
· This job description is not incorporated in the employment contract. It is intended as a guide and should not be viewed as an inflexible specification as it may be varied from time to time in the light of the strategic development and following discussion with the post holder. The post holder will be expected to work towards agreed objectives, which should facilitate achievement of the responsibilities in accordance with the performance review process.
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