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Job Profile
	JOB TITLE  
	Finance and Admin Manager

	GROUP 
	International

	TEAM 
	Asia – Bangladesh

	LOCATION 
	Dhaka

	RESPONSIBLE TO 
	Country Representative (Bangladesh) 


PART 1 – JOB DESCRIPTION 
1. JOB OVERVIEW 

As part of the senior management team to maintain a system of financial record-keeping from which to provide the Country Representative, field management and Tearfund UK with timely, accurate and meaningful financial management information to enable them to monitor and manage the programme (partners and field offices) effectively.  In accordance with Tearfund policies and guidelines, to maintain a system of sound internal controls in order to safeguard Tearfund assets, mitigate against the risk of financial loss and fraud and satisfy donor and statutory audit requirements.  To ensure the programme’s financial accounting records and systems and procedures are compliant with Tearfund standards. 

2. POSITION IN ORGANISATION

· Grade: 3
· Reports to the Country Representative (Bangladesh) 
· Direct Reports: Field programme finance staff 
· Dotted Line Responsibility: Finance Business Partner (Asia)
3. ORGANIZATIONAL REQUIREMENTS

· The post-holder will, at all times, carry out their responsibilities with the utmost respect for the protection of children in accordance with Tearfund’s Child Protection Policy.

· The post-holder will be expected to behave in accordance with Tearfund’s ‘Code of Conduct’ as referred to in the Personal Conduct Policy. 

4. KEY RESPONSIBILITIES

4.1 PROGRAMME STRATEGY  
· Support the Country Representative in developing and maintaining an appropriate funding strategy to support programme implementation in accordance with target expenditure ratios and Tearfund’s funding strategy guidelines.

· Supervise the preparation, and submission for approval, of the annual appeal budget to Tearfund UK

4.2 PROJECT / SUPPORT FUNCTION MANAGEMENT 
· Assist project staff in developing proposals (including budgets and activity schedules / plans) and subsequent revisions in accordance with external donor requirements.

· Maintain a set of complete and accurate financial records, including all relevant supporting documentation for each project.

· Monitor, supervise and assist in preparing all interim financial statements / completion reports to donors to ensure compliance with contractual and legal requirements.    

· Ensure the timely preparation and communication of monthly financial reports for the Country Representative, Project Managers and UK management, providing them with meaningful financial information to enable them to manage project and core budgets effectively.  This should include advising on significant variances against budget, and making recommendations for corrective actions to ensure expenditure does not exceed available funding.
· Ensure all monthly Financial monitoring reports are delivered to the Finance Business Partner (Asia) to deadline
· Conduct regular field trips to project sites and partners to monitor compliance with financial procedures, review activity progress and assist managers in identifying the financial implications of changes in proposed activities and revising budget lines as required. Help to build financial capacity of Tearfund partners
· Help complete the Tearfund Organisational Assessments for partners
· Induct and regularly advise project management on finance systems and controls and how to effectively supervise the finance function in their locations. 

· Oversee briefing and training of new staff on the financial procedures relevant to their role including donor guidelines and compliance practices, anti-fraud and bribery training
· Advise the Country Representative on the cost implications concerning the selection, lease and management of appropriate office, residential and other buildings as required and the cost implications of fleet management, warehousing management and stock control and procurement of goods and services.

· Facilitate visits by, and meet the requirements of, external and internal auditors
4.3 ADMIN AND LOGISTIC MANAGEMENT
· Lead liaison with NGO Affaire Bureau and obtain all necessary approval and maintaining all compliances and reporting requirement. 

· Network with other INGOs and Alliances in the area of Finance, Admin and Logistics.

· Lead Ensure smooth operation of offices, safety of field staff and Guest house management. 

· Support to ensure all new senior staff and those in the programme field office are briefed and appropriately trained on logistics equipment and procedures.

· Monitor the flight booking process and ensure that staff are informed for their bookings, transport is arranged in conjunction with Dhaka office.

· Ensure to provide salary and benefits data for newly employed staff to the Finance department on monthly basis.

· Advertise vacancies (including liaison with advertising sources) in accordance with recruitment procedures and deal promptly with all recruitment-related correspondence.

· Oversee HR Management functions. Provide support and guidance to managers and staff to ensure that all activities are compliant with Tearfund procedures and the relevant Staff Handbook.

· Lead to ensure supplies are identified, procured and delivered on time to provide value for money, within Tearfund and donor procedures, and to the right specifications.

· Support to ensure for all distribution is done accordance with organisation values and record are kept to meet the standards.

· Ensure assets are tracked and disposed of within Tearfund procedures and according to donor requirements, assigning both assets and other inventory items to individuals.

· Ensure IT support coverage is provided for all sites within Tearfund policies, and ensure all staff are adequately trained to use the equipment provided.
· Work closely with partners to ensure all the logistics function are in line with policies and procedures as per donor standards.

4.4 CORPORATE POLICY AND COMPLIANCE 
· Set up and maintain appropriate accounting systems and procedures as prescribed in accordance with standard Tearfund policies and donor requirements.
· Ensure that any changes to corporate policy and practice are fully approved by all relevant parties including the Finance Business Partner (Asia)
· Monitor procedures to prevent / mitigate against fraud as per the Fraud Prevention and Response Plan.
· Ensure corporate financial control is exercised and routinely monitored across all Bangladesh Tearfund operational field sites. Month end and year-end routines are delivered to quality and in accordance with corporate deadlines. Personal accounts and staff advances are routinely monitored in accordance with corporate guidelines.
· Ensure cash advances are monitored and accounted for on a timely basis.

· Oversight of the monthly payroll and payment of all statutory taxes and national insurance contributions

· Ensure all government financial compliance returns are completed in accordance with mandated deadlines
· Ensure all documentation for completed projects is archived and stored for audit in accordance with Tearfund’s Project Completion Requirements and GPS 

· Ensure staff are familiar with Tearfund’s mandate and values including anti-fraud and bribery
· Ensure all necessary anti-terrorism checks are completed in accordance with all terrorism regulations and requirements
· Assist the Country Representative to ensure compliance with all host country contractual and statutory financial requirements.
· Ensure all finance related audit recommendations are implemented effectively across the programme.
4.5 TEAM MANAGEMENT  
· Lead and manage the finance function of the country programme, providing proper supervision, guidance and mentoring of finance staff to ensure effective performance and compliance with standard financial systems.

· Ensure that all staff in the finance team understand their individual and collective responsibilities for security, safety and well being.

· Conduct 6-monthly performance appraisals for staff in the programme finance team, and encourage the personal development of each individual (including personal development plans and the identification of training needs).

· Conduct exit interviews, disciplinary and grievance procedures, as required, for staff in the Finance team.
· Support the Country Representative in capacity building partner finance staff. 
· Where appropriate provide pastoral support to staff in the Bangladesh Finance team.

4.6 EXTERNAL REPRESENTATION 
· Support the Country Representative in maintaining constructive working relations with other NGOs, UN agencies, host governments (including both formal authorities and informal faction where applicable).

· In consultation with the senior management team, liaise with bilateral and multilateral donors on all aspects of financial management and reporting.

· Where appropriate build the financial capacities of selected Tearfund partner organisations by providing relevant financial advice and guidance.

PART 2 – PERSON SPECIFICATION 
JOB TITLE: Finance Manager
	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS


	· Qualified accountant or an appropriate finance related qualification
	· Degree

· Management qualification

· Security training

	EXPERIENCE


	· Proven post qualification finance experience

· Proven experience of  planning and budgeting
· Proven experience of strategic planning

· Proven experience in managing people, building a team and developing people
· Experience of working with and supporting NGO grant partners would be a distinct advantage

	· Proven experience in 
· Project design and management &
· Relief management 
· Working to SPHERE Standards, People In Aid and Red Cross Codes of Conduct

	SKILLS/

ABILITIES


	· Leadership skills

· Negotiation and representation skills

· Analytical skills

· Problem solving skills

· Training skills

· Excellent written and verbal communication, particularly in communicating complex financial data to non-finance staff 

· Solid experience of using corporate finance systems and use of products such as Excel, Word and Powerpoint
· Administrative skills

· Ability to lead, participate and facilitate in collective staff prayer and bible studies
	

	PERSONAL QUALITIES


	· Committed Christian with a personal relationship with God

· Committed to regular Christian fellowship with other Christians

· Christian motivation in relation to injustice and serving those in need.

· Emotionally & spiritually mature 

· Commitment to accountability to beneficiaries and transparency, showing dignity and respect, and demonstrating listening and understanding

· Team player working well with programme and support functions
	· Experience of working in cross-cultural situations with sensitivity.
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