MANUSHER JONNO FOUNDATION

JOB DESCRIPTION
Manager-Grants Control
Employee Name:




 Job Title: Manager – Grants Control
Supervisor: Director F & A
 

        
  Department: Finance 

I.
Job Summary:

The Manager Grants Control is responsible for the fund management of partner organizations, planning, monitoring, and analyzing the financial control of the Partner Organizations. This includes review of periodic financial reports/ statements, planning of field visits, monitoring the financial transactions, prepare and review the financial reports so as to confirm that the fund provided to the sub-grantees/ PNGOs has been used for the intended purposes. Based on the review and analysis, the Manager will focus the key areas in order to ensuring timely fund delivery to the sub-grantees and its proper liquidation as per agreed budget and agreement. The Manager will also review the Internal Control System as available and recommend proper suggestions to rectify and correct the flaws and loopholes, if any, in the control system. The Manager will assist the Director- F&A (and the management of Manusher Jonno Foundation as a whole) undertaking any other assignments as required to be carried out for the greater interest of the Foundation, its sub-grantees and the beneficiaries.

II. Responsibilities and Tasks:

	
Responsibilities
	Tasks

	Review and monitor the financial Management of PNGOs, sub-grantees, networks and coalitions of MJF funded projects.   
	· Established proper financial monitoring system of partner organizations with necessary tools and guidelines 

· Planning the visit schedule of the finance team and implement the planning;

· Review the financial monitoring reports and provide feedback for finalization; 

· Review the Partners proposed and revised budget and provide necessary feedback and instructions for finalization in compliance with the Grants contract and agreement.

· Prepare burn rate status and give feedback and/or seek explanation of the variances (if any) and report to the Director– Finance & admin/ Executive Director.

· Ensure that expenditures have been made according to the budgeted line item/ MOU with proper authorization.

· Prepare a checklist of PNGO fund monitoring and execute accordingly.

· Update Director F&A regarding financial aspects of sub-grantees in finalizing the management comment of the organization.

· Review monthly visit plan & achievement report of Finance Officers. Submit consolidated plan & report to Coordinator-Grants Control

	Assist to review the PNGO Fund disbursement, different project budget and also assist to implementation the audit recommendations
	· Ensure the timely submission of financial report of PNGOs, sub-grantees, networks and coalitions and get it checked by the concerned Asstt./Deputy Manager for timely release of quarterly fund;

· Ensure that fund has been disbursed to the PNGOs, sub-grantees, networks and coalitions according to the budget in compliance with the Deed of Agreement (DOA) and call forward.
· Ensure that the expenditures are properly entered in the Grants management system, to produce correct picture of the PNGOs, the sub-grantees, networks and coalitions   
· Prepare/ track the fund balance status given to the individual PNGOs, sub-grantees, networks and coalitions
· Prepare a consolidated fund disbursement status report with updated information and report to the Director F&A/ Executive Director as and when required.
· Ensure compliance with MJF’s accounting policies vis-à-vis fund accounting and Generally Accepted Accounting Principles (GAAP). 

	Contribute in the Selection process of the PNGOs, sub-grantees, networks and coalitions 
	· Making the field visit plan of for the assessment process of the PNGOs, sub-grantees, networks and coalitions in accordance with management decision;

· Contribute and taking lead in the development of assessment tools, guidelines, budget and expenditure guideline, MoU with the PNGOs and other relevant documents for smooth selection of appropriate partners;  

· Take lead in the budget negotiation process with the PNGOs, sub-grantees, networks and coalitions to attained win win situation;

· Review and finalize the final MoU with PNGO, sub-grantees, networks and coalitions for continuity of partnership;

· Communication, rapport building and developing partnership approach for both MJF and PNGOs.

	Develop and enhance the capacity of the PNGO as well as MJ finance staff up to the mark in order to ensure smooth operation of financial activities
	· Give proper guidance to the PNGO finance staff including Executives/ Chief of the PNGOs for better understanding and smooth operation of the financial activities during the PNGO office visit as and when required.

· Provide on the job training to the PNGO finance staff including Executives/ Chief on the financial and administrative matters in light of DOA and program support activities during the field office visit.

· Assist the Director F&A for develop the Financial and Accounting policy and guidelines; 

· Training program as well as preparation of the training materials for conducting training to the PNGOs staff members to meet the organizational goal.

· Assist/ facilitate financial and Administrative training to the PNGO staff and/ or MJ staff in order to promote understanding of MJF Financial Polices/ procedures and systems. 

· Assist the Director Finance & Administration to oversee the performance of all PNGO, as required.
· Develop the Financial and Accounting Training program as well as preparation of the training materials for conducting training for the non-finance staff members to meet the organizational goal.

	Budget and budget revision
	· The proposed budget of the selected NGOs to be negotiated in compliance with the budget and expenditure guideline
· Ensure that fund has been disbursed to the PNGOs according to the budget in compliance with the MOU in timely manner.
· Prepare the budget of the proposed project for submission /bidding to different donors;
· Take necessary arrangement for revision of PNGOs, sub-grantees, networks and coalitions budget in line with MoU.

· Update the quarterly requirement of the sub-grants as soon as the budget is revised. 

	Audit of PNGOs
	· Prepare terms of reference (ToR) for external auditor and internal audit if required
· Assist the Director–F & A to select, appoint and conduct the External audit of the PNGOs, sub-grantees, networks and coalitions and ensure the quality of audit within the stipulated time. 

· Follow-up the implementation status of the previous audit recommendations and any other unadjusted events and suggest accordingly Provide necessary support to the auditor for smooth conduction of audit and arrange external audit for all the sub-grantees.
· Arrange the audit schedule of all PNGOs, inform to the PNGOs and  provide necessary support to the external auditors;
· Review the External and Internal audit reports and ensure their implementation within the stipulated time. Follow-up the implementation status of the previous audit recommendations and any other unadjusted events and suggest accordingly.

	Risk analysis and internal control
	· Review the fiduciary and reputational risk of the organization;
· Carry out the risk assessment of the PNGOs and take appropriate steps to mitigate/overcome the risk;
· Ensure that PNGOs carry out the risk assessment and maintain the risk register as per the prescription of MJF/DFID.

· Assess the internal control system of the PNGOs and take necessary steps where necessary 

	General
	· Prepare APA of Finance Officers and submit to Coordinator – Grants Control

· Assist the Director F&A in implementation of financial policies and procedures.

· Any other special assignment given by the Executive Director and Director F&A.


III.
Authority: Report to Director F& A with a dotted line reporting to Project Coordinator
IV.
Contacts and Key Relationships: Director Program, Project Coordinator, and other Program, Finance and Administration staff.

V.
Working Conditions: Based at Rangamati with approximately 60% field travel (Rangamati, Khagrachhari and Bandarban) with required trip to Dhaka.
Qualification and Experience: 
· Having master’s degree in Accounting or Finance. Chartered Accountancy /ICMA /ACCA   partly qualified /MBA (Major in Finance and Accounts) will be an added advantage;
· Highly experienced in different donors requirements and compliances
· Minimum 12 years working experience in the grants management area especially in the development organizations of which at least 5 years in managerial position.
· PNGOs financial monitoring, budgeting, reporting and grants management experience is essential. Experienced in training and facilitation skills would be an asset.

· Must be willing to travel extensively to the project areas all-through CHT areas.

· Ability to work under pressure and maintain strict deadlines.

· Strong communication skills, with excellent written and spoken English and Bangla and also computer skill on MS Word, Excel, PowerPoint, data base and accounting packages  and ready to work in a team.
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