



JOB DESCRIPTION

DEPARTMENT				:    Finance

JOB TITLE					:    Finance Manager
		
REPORTS TO				:    Head of Finance & Administration

Staff members to supervise		:    Finance Officers (4-6)


JOB PURPOSE SUMMARY: 
This position will lead a dynamic Finance team and will take responsibility for the financial functions of WaterAid Bangladesh (WAB), ensuring compliances with statutory,  donors and WaterAid global  requirements, development and implementation of management and financial accounting and budgeting procedures, enhancing systems, providing financial and strategic information to senior management, taking capacity building initiatives for team and partner NGOs to meet compliances. The overall responsibilities will range from the strategic to the hands on.


KEY RESPOSIBILITIES:

Financial management: 
· Review monthly financial statements and report along with bank reconciliation statement, balance sheet items etc.
· Facilitate various audit including donor audits, govt and internal audit conducted by UK
· Review and ensure realistic monthly cash forecast and send to headquarters in UK on time.
· Manage fund including cash and bank 
· Prepare monthly financial narrative management report for UK and submit to supervisor’s review
· Review monthly/quarterly financial report for the donors and send them through respective authority.
· Assist line manager in developing budget guideline and format for the WAB and its partners NGOs and orient/train up them
· Ensure budgets are properly developed by partners as well as Budget Holders of WAB. Prepare operational budget for WAB on time ensuring compliances
· Upload the budget and reforecast in web-based system using FinStream software
· Manage fund transfers to the partners’ from WAB on time
· Ensure cost recovery in project budget in line with WAB policy and donor guideline 
· Ensure staff cost recovery done based on staff time sheet system including overhead cost 
· Review partners’ financial monitoring visit report and make sure the compliances while reviewing financial reports and disbursing funds to partners
· Capacity building of partners finance and administrative staff  

Legal and Contractual Compliance:
· Comply with the Bangladesh government requirement for Tax/VAT deduction at source and stamp duty act. 
· Ensure deduction and deposition of VAT/Tax at source payment and submission of statutory VAT/tax return/report following the rules of the government of Bangladesh
· Prepare FD4 accounts for NGOAB and consolidated annual accounts for WaterAid UK. Ensure FD4 audited report to NGO Bureau and explain any queries sent by them
· Submit all legal approval request to NGOAB in connection with WaterAid operations in Bangladesh
· Review the internal/external audit report of the WaterAid Bangladesh office and partners NGOs and comply recommendations made by the auditors
· Ensure fair application of the WAB policies and Accounting and Restricted income software
· Oversee the grants contractual compliances including funds management, currency movement, reporting etc.

Leadership and Management
· Manage Finance team (4-6 members) including their job review, rotation, performance appraisal and professional development. 
· Communicate with WaterAid Bangladesh staff members on financial issues, guide as and when necessary
·  Assist line manager in selecting audit firms including developing TOR and coordinate the external auditors work during the course of audit
· Visit partner office, produce report and follow up action plan where required.
· Assist in Reviewing finance manual, Partners’ manual, Provident fund and gratuity by laws and any other relevant policies and procedures
· Represent any meeting in and outside the office assigned by line manager
· Bring innovation in financial management; make finance friendly and accessible to non-finance colleagues.

In addition to above s/he will perform any other activity as assigned by the Supervisor.

JOB REQUIREMENTS/PERSON PROFILE:

Education and Experience: 
· Master’s in Accounting/Finance/Management /MBA with CA Course Completed/ partly or qualified or ACCA.
· 06-08 years in managerial position in a donor funded reputed national or International NGO. In case of good academic or professional background, this may be relaxed.
· Must have proven experience in managing local NGOs/partners as well as multiple donors.
· Familiar with govt  rules and regulations including NGOAB and NBR. 

Skills:	
· Proficient in handling Accounting software preferably SUN systems
· Good report writing skill with knowledge of MS Excel/Word/Power point.
· Facilitation, strong interpersonal and communication skills
· Practical experience in generating and analyzing software based financial reports

Competencies: 
· High level of pro-activeness and creativity, Self-motivated, positive attitude and ability to work independently with minimal supervision.
· Excellent leadership qualities, team building spirit and respectful to gender; should be able to draw confidence and support from others.
· Able to plan, prioritize and organise self and others, competent to solve problem, promote integrity and aptitude to work under pressure to meet deadlines.
· Ready to undertake field visits as required

KEY CONTACTS/RELATIONSHIP: 
Includes but not limited to Senior Management Team and other colleagues within the country programme, Partner Organizations, Staff members in Regional Team and Officials at WaterAid UK as well as WaterAid International. 

WORKING CONDITIONS: 
This is a country office based position (based in Dhaka) with access to official vehicle (during field visit and official travel) computer, internet, relevant software and telecommunication including mobile phone network. Willingness to travel on a regular basis to remote areas of Bangladesh and overseas is required. It is expected that 10-20% time should be dedicated to field-visits.













