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 Job Description and Person Specification

	Job Title:
	International Emergencies and Conflict Team Finance Officer

	Reports to:
	Team Business Manager - IECT

	Grade/Salary:
	Grade 4
	Date Reviewed:
	Feb 2011

	Location:
	London, UK

	CRB Required:
	NA:  (                Standard:     (                    Enhanced:(

	Direct Reports:
	None
	UK work visa required
	YES

	Key Contacts / Relationships
	IECT Senior Management Team (SMT)
Head of IECT
International Finance / Human Security Thematic Financial Coordinator (HSTFC)
International Partnership Development
ActionAid Affiliates/Members
IECT project managers and finance staff
Finance staff in country programmes 

	Job Role

	Role Overview:
	To provide support and specialist financial knowledge to the International Conflict and Emergencies Team through the management of systems, analysis and contribution to fundraising proposals and external funded projects managed by the team.

	Responsibilities:
	The key deliverables of this role are:
Management of Team Budget
· On an annual basis work with Team Business Manager to develop team budget in line with IECT annual plan

· Work with International Finance/HSTFC to understand and comply with organizational requirements for developing team budgets, reports, forecasts and financial analysis

· Create the AAI SUN accounts upload format of the approved team budget and submit to International Finance/HSFTC for review prior to upload

· On a monthly basis and within timelines advised by the HSTFC check the monthly accounts for the team and advise the relevant finance staff of amendments required

· Support the development of an appropriate internal system for team budget monitoring, reporting and forecasting

· Monthly monitoring, reporting, analysis and forecasting of team budget for Team Business Manager

· In line with International Finance deadlines, share team budgets, reports, forecasts and financial analysis with HSTFC for finance review 

· Set up and manage internal IECT financial administration systems and train new IECT staff in their use
Management of Restricted Team Budget (Externally Funded)
· To support the development of an appropriate system for restricted income monitoring and reporting for IECT
· Monthly reporting and analysis and forecasting of IECT expenditure of donor funded income for Team Business Manager in agreed format
· Set up new IECT restricted income projects in IECT finance system and induct new project staff on use of system
· Work with international finance to ensure new project finance staff are trained on IECT finance systems (including setting up in-country IECT project finance systems) as required
· Set up and manage clear systems for tracking and reporting on IECT budget relieving costs (e.g. staff salaries paid for by restricted income) including administrating time sheets etc.
· Create some transactions for entry into Sun accounting system by International Finance (e.g. accruals and reallocations at quarter end)
Support to Fundraising and Funding Planning
· Budget development for fundraising proposals led by Team Business Manager
· Ensure all fundraising proposals in relation to human security in emergencies and conflict reflect appropriate costs e.g. staff time
· Support country programmes with in-country funding proposals in relation to Human Security work on request
· Work with TBM to ensure individual appeal money from affiliates and associates is properly financially managed (where it comes under IECT remit)
· Work with the HSTFC to review the financial aspects of fundraising proposals led by the Team Business Manager, ahead of donor submission.
Support to Ongoing Funded Projects Financial Management
· At the request of the International Programmes Manager (Thematic) in IECT and under the guidance of HSTFC, to act as project finance co-ordinator for externally funded projects if 1. Recruitment is delayed as an interim measure 2. The project has not budgeted specific support to be bought in
· In close collaboration with TBM, HSTFC, internal audit and IPD, to manage external project audits if taking place in the UK, and support project staff to manage project audits if in project location
· Prepare guidelines for review by SMT, HSTFC and IPD for roll out on maintenance and archiving of project files to ensure access to information for financial management and audit purposes.
In Support of IECT Team Business Manager, manage the Strategic Crisis Programme (SCP) accounts
· Work with TBM and HSTFC to set up financial systems – including simple coding systems - for funds management, monitoring and reporting
· On annual basis work with TBM to develop the SCP budget in line with IECT plan
· In support of TBM manage financial aspects of SCP including financial tracking of income, income forecasting, monthly analysis of income and expenditure with guidance from international finance/HSFTC
· Review and analyse country financial reports to SCP and provide reports and analysis to HSTFC as requested for finance review
· Create the AAI SUN accounts upload format of the approved SCP budget and submit to the HSTFC for review prior to upload
· On a monthly basis and within timelines advised by HSTFC check the monthly accounts for the SCP and advise the relevant finance staff of amendments as required


	Person Specification

	Skills, Knowledge and Experience Required:
	Required 
· Demonstrable experience working in a finance (management accounting) environment dealing specifically with non-financial customers
· Proven ability to simplify complex financial information 
· Demonstrable ability to present data to customers for reporting and decision-taking purposes
· Excellent working knowledge of an accounting system (e.g. Sun)
· Excellent working knowledge of Excel 
· Experience of leading planning budgeting processes
· Good administration and project management skills
· Excellent interpersonal, communication and negotiation skills 
· Ability to work effectively in a multi-cultural environment.
· Ability to work independently and be self motivated
· A commitment to the principles and vision of ActionAid 
· Understanding of financial management in the NGO sector
Advantageous 
· Experience of developing operational work plans, contributing to strategy development, reporting on financial indicators
· Training and presentational skills
· Awareness, knowledge and understanding of Women’s Rights in development issues.
· Qualification in Finance
· Experience of financial management in the NGO sector


	Organisational Structure

	UK Based IECT Team
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	Role Competencies

	Competency
	What it looks like

	Action
	The desire to accept ownership and accountability, whilst getting things done well and meeting challenging goals

	Planning
	The ability to think ahead and decide on courses of action, ensuring that the resources required to implement the action will be available, and scheduling work required to achieve an end result

	Innovation
	The ability to originate, introduce and be open to, new practices, concepts, ideas and change and to continuously improve

	Communication
	The ability to get our points across clearly, both orally and in writing, to ensure we get our key messages across in the right way

	Collaboration 
	The ability to work co-operatively and flexibly with others, both within and outside the organisation, demonstrating an understanding of effective team working and partnerships

	Leadership & Management
	The capacity to inspire others to give of their best to achieve a desired result, whilst maintaining effective relationships with individuals and teams as a whole and allocating resources
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