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	Title
	
	
	Finance Specialist–Budget and Reporting
	
	

	
	
	
	
	
	
	

	
	Functional Area
	
	Finance
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Reports to
	
	
	ER-Finance Manager
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	Location
	
	Cox’s Bazar, Bangladesh
	
	Travel required
	
	30%
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Revised Effective Date
	
	
	01 July 2023
	
	Grade
	
	C2
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Plan International is an independent development and humanitarian organization that advances children’s rights and equality for girls. Plan International envisages a world in which all children and young people realize their full potential, a vision now shared by the 193 Heads of State and Government who adopted the 2030 Agenda for Sustainable Development in September 2015.

We believe in the power and potential of every child. This is often suppressed by poverty, violence, exclusion and discrimination. Its girls who are most affected. Plan International’s new Global Strategy aims to transform the lives of 100 million girls by implementing an integrated programme and influence approach.

In Bangladesh, we have set our vision for 2030 as, ‘We will partner to empower girls and young women, to be heard, to live without fear of violence and to achieve their rights’. We have started the new country strategy in July 2020 aiming to achieve this exciting and ambitious vision. This would require the organization to have an effective, efficient and committed workforce willing to challenge the prevailing status-quo, engaging men women boys youth people, specially girls and bringing best out of all to create synergy for movement at all levels – from community to national, and beyond.
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The Finance Specialist- Budget & Reporting (FS-B&R) is responsible for preparing project’s budget and support on preparation of partner’s budget in consultation with programme and business development team, to ensure accuracy, organizational and donor compliances in budgeting and financial planning; tracking project expenditure, preparing project financial report ensuring Plan and donor compliance. He/s he is also responsible for managing Grants Financial Module in the corporate system (SAP-ERP) for the assigned projects. The major responsibilities of this position include - preparing periodic financial report to support management to monitor budget vs. actual expenditure and validation of the reported expenditures through critical review and financial monitoring visit thereon. Through performing these responsibilities, the position holder helps management to monitor partner expenditure as well as supports in the implementation of Plan programs at CO (Country Office) and divisional office level as well as increase donor’s confidence.
.

As a member of the Finance Specialist-Budget & Reporting pool based at different locations, he/she will be responsible for carrying out above responsibility for assigned projects. He/she needs to closely working with the project and grants team.
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· The position holder does not have any direct or indirect report.

· While the position holder reviews prepared budget and modification of the assigned projects, he/she does not have budgetary responsibilities of those projects. Usually, there is no delegated authority for expenditure for this position. However, depending on the locations of the position and overall staffing of the office, the incumbent may have limited delegated authority for expenditure as per management decision.

· Communication requirements are internal to the organization, mostly with project managers of the assigned projects usually from the same location, business development and operations teams, mostly related to project budget, expenditure monitoring, Grants Module in systems in system and financial reporting.

· Needs to be aware of over or under budgeting of grants project while reviewing the budget prepared by programme team; identify associated risk on donor compliances at the implementation and reporting of grants project and pass this on to the line manager.

· The position holder does not have any external representation requirement.

· Review project budgets and their modification prepared by programme team for assigned grants projects. Keep Grants Module updated in the systems so that project team and management have accurate picture of financial management of the assigned projects. Ensure timely preparation and submission of financial reports for the assigned project per donor, corporate and statutory requirement.
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Review of project budgets and their modifications

· Periodically update cost estimation following review and discussion with the staff member from different teams (programme, Admin, Log, HROD etc) and share with programme team for budget preparation; continuously update the costs heads based on changed scenario.

· Review project budget and their modifications (prepared by programme team) in the Plan budget template both for sponsorship and grant for thematic program/sector for the assigned projects.

· Transfer the project budget in to donor budget template as per donor guideline before submission

· Ensure inclusion of all applicable apportioned cost in to project budget and identify and flag the gap in the cost recovery, work with programme team and BD to resolve this.

· Prepare response on donors/NOs queries on budget matters in coordination with the Project/Programme team. Keep the programme team updated on any changes made in budget after submission and during negotiation with NOs/Donors

· Review unit cost for each activity for project budgeting;

· Assist PMs/ Program focal for prepare/modify PO budget into SAP aligning the total budget.

· Ensure effective FD/FC budget during submission and subsequent verification of Expenditure. 

Preparation of financial reports of assigned projects, review budget vs actual reports and ensure justification for variance from program in line with donors’ requirement

· Prepare monthly expenditure analysis (budget vs. actual in LC & EUR by DO, by funding source, by CP and by project etc.

· Update monthly rolling budget based on the approved project budget in SAP system.

· Projects financial reports are prepared for completeness; accuracy and conformance with donor guideline before submission to supervisor.
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· Validate financial reports on monthly/quarterly basis in line with agreed budget and update respective PMs/Program Heads in advance.

· Align grants module with IGF in SAP as per agreed timeline.

· Match PO budget with grants module budget and flag any discrepancies to PMs/Program focal.

· Address donors/NOs queries on submitted reports and ensure timely submission when required.

· Arrange one-to-one orientation with programme team members on specific donor requirement on financial report on quarterly basis and share best practices report for knowledge sharing once in a year.

· Prepare response on donors/NOs queries on report matters and submit it to next level.

· Update Grants module periodically or as per requirement.

Set up of FAD and insert budget into grants module of SAP system following the SAP instruction and guideline and maintain & follow up of FAD files update

· Funding Agreement Document (FAD) are prepared and reviewed by grants compliance and approved as per Plan Delegation of Authority

· Project controlled is maintained and ensured following the Plan operation manual and SAP system /Operation Manual

· Grant and FAD set up in SAP system including linking of project budget with grants module

· Create donor budget line (sponsored program) and funded program in to SAP system link them

· Input grant project budget by sponsored program in to SAP system

· Mapping the project WBS code with donor budget line (sponsored program) do the link between

· WBS code and sponsored program in SAP system

· Ensure project completion reports/FAD closing in line with donors’/Plan’s requirement

· Preservation of required documents of Plan for future requirement like audit, donor visit (documents mapping with location details is in place) are ensured

· Maintain FAD file as per checklist related to finance and compliance

Partner Financial monitoring, capacity building, ensuring government, donor and Plan compliances for effective utilization of fund through appropriate budget and fund management system.

· Proactively support to admin team for finalizing the partnership agreement.

· Take necessary steps for timely fund disbursement to partner through creation of PR in SAP, taking approval from authority as per DoA and send it to treasury for disbursement.

· Ensure timely Financial Report submission by the Partner and complete the desk review and communicate with partner for any kind of revision if require.
· Liquidate the reported expenditure in SAP with due recommendation from respective programme focal.

· Conduct periodical Visit to Partner for enhancement of the capacity of the partner and validation of the reported expenditure.
· Regularly work closely with Partner and programme team to develop realistic partner budget, budget modification according to the donor approved budget and necessary alignment with FD & FC. 
· Take initiative for partner capacity building through proper guidance, mentoring, distributing updated circular, formal/ informal training and orientation etc.
· Provide technical assistance for staff recruitment and other relevant task as per need.
· Conduct Partnership assessment following Organizational tool, prepare report and provide recommendations.
Others: 

· Manage very good professional relationship with partner, programme and cross functional departments.

· Perform as procurement committee member for selection vendor, Suppliers, Service providers and Consultants.  

· Provide salary allocation, budget clearance and ensure cost recovery of the assigned projects
· Any other relevant task assigned by management time to time 
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Internal contact:
· High level of contact with Program Team/Department, Head at CO and Divisional level, Finance Manager at Divisional level with regards to Project budgeting and activity planning, financial report preparation in line with donor’s requirement, tracking transaction and filing.

· High/Medium level of contact with ARH and GH SAP Grants Module for resolving technical issues/problems related to SAP Grants Module and to ensure functionality of the position.
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Essential

· Master’s degree in accounting/finance/management /Business administration

· 4 years’ experience in finance/ accounting with two years in similar role preferably in development organization.

· Demonstrated knowledge of development projects and ability to prepare, review and modify project budgets;

· Knowledge on compliances of costing for donors like DFAT, SIDA, DFID, EC, USAID, ECHO GAC, BMZ and UN etc.

· Strong knowledge on Government Compliances such as NGOAB, NBR and Bangladesh Bank.

· Knowledge and experience of using corporate financial software and ability to prepare financial reports for management using financial data, information and records.

· Ability to adopt new software and financial management systems.

· Excellent communication in Bengali and in English, with analytical report writing skills.

· Respect client’s needs and satisfactions, being solution focused; knowledge and understanding of customer satisfaction of services from the role.

· Ability to work in multifunctional team and facilitate negotiations to be effective and efficient in delivering results from his/her own role.

· Willingness to work for and on behalf of the organization at the time of disaster within Plan working area or outside

· Sound knowledge in using MS Office specially Spreadsheet and word.

Desirable

· Using SAP or other ERP for corporate financial management and reporting.

· Working in emergency response programme especially financial management.

· Understanding of and ability to serve as development catalyst and practitioner given the country context and Plan mandate.

· Ability to assess-plan-negotiate-organize-monitor-evaluate-measure the success of projects and what they are supposed to deliver.
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We are open and accountable

We create a climate of trust inside and outside the organization by being open, honest and transparent. We hold ourselves and others to account for the decisions we make and for our impact on others, while doing what we say we will do

We strive for lasting impact

We strive to achieve significant and lasting impact on the lives of children and young people, and to secure equality for girls. We challenge ourselves to be bold, courageous, responsive, focused and innovative.

We work well together

We succeed by working effectively with others, inside and outside the organization, including our sponsors and donors. We actively support our colleagues, helping them to achieve their goals. We come together to create and implement solutions in our teams, across Plan International, with children, girls, young people, communities and our partners.

We are inclusive and empowering

We respect all people, appreciate differences and challenge inequality in our programmes and our workplace. We support children, girls and young people to increase their confidence and to change their own lives. We empower our staff to give their best and develop their potential.
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Based at Bangladesh Country Office / Rangpur Divisional Office / Barisal Divisional Office/ Cox’s Bazar Office with 30% in-country travel.


Low contact: No contact or very low frequency of interaction

Mid contact: Occasional interaction with children √

High level: Frequent interaction with children


