	ROLE PROFILE
	ActionAid International

	Role Title:
	Office Manager, AAI Brussels office

	Reporting To:
	New Countries and Europe Manager

	Division/ Department:
	Europe



	Role Purpose:


	Provide an efficient and cost effective support service to ensure the smooth running of the Brussels Office. This will include logistics and facilities management. 
Set and monitor compliance with local standards for Human Resources, Finance and Administration in conjunction with  other line managers

Manage the processes for Regional and local recruitment 

Manage and develop administration and finance staff

Coordinate the planning and reporting process for EU team and provide support to regional planning and reporting processes


	Key Contacts:

(Internal and External)


	Internal

New Countries and Europe Manager

Administrative Officer and Accountant

International Head of Finance and European Region Finance focal Point 

International HR/OD manager, and European Regional HR focal point 

Europe Team 

Staff based in Brussels Office 

External: 

Belgian authorities relating to legal, financial and HR compliance in Belgium

Finance services in Belgium (including Bank)

Payroll administration (Partena)

	Grade:
	C

	Date:
	March 2008


	Key accountabilities
	Key elements
	Time allocated

	Logistics and facilities management


	· Manage the Administrative, Finance and Human Resources functions within the Brussels Office

· Provide information and guidance to staff and managers about HR, Finance and Administration requirements (both legal and internal) in a structured way to facilitate management decision-making 
· Contribute to strategic reflections about the future of the office and the Europe Region in line with the organisational strategy R2EP

· Manage and develop administration and finance staff in accordance with HR Policies and Procedures 
	30%

	Financial management of the Brussels Office
	· ensure compliance with Belgian accounting and financial regulations and ActionAid Finance Manual

· Authorise payments

· Manage the accounting staff

· Ensure monthly bank reconciliations take place

· Ensure table H (cash flows by month) and remittance request are submitted in accordance with AAI Financial procedures

· Communicate financial procedures and processes to the Brussels Office and other regional staff and ensure they are understood 

· Keep AAI Head of Finance and the Europe and New Countries Manager updated on changes to Belgian regulatory  requirements 
· File annual accounts and tax declaration with Belgian authorities 

· Ensure submission of statutory reports to Moniteur Belge and Chamber of Commerce.

· Liaise with internal and external auditors as required , providing necessary information.
	30%

	Local standard setting and compliance for HR (in conjunction with other line managers)


	· Set standards and ensure compliance with HR procedures relating to Brussels based staff (Brussels Office HR Manual, staff regulations, Belgian law and AAI HR/OD framework)

· Ensure that Brussels based staff and their line managers are supported in being familiar with HR procedures relating to staff based in Brussels 

· Ensure that all Brussels based staff are managed according to AA Brussels office performance management system in conjunction with other line managers. Maintain records of the same

· Maintain records of all staff work plans within the framework of agreed strategies; 
· Identify and roll out mechanisms to effectively implement the HR policies and provide support for staff based in Brussels
· Develop an action plan to monitor and follow up on issues identified in the organization’s climate survey, in line with ALPS procedures 
· Support the achievement of capacity building needs  based on learning and development needs identified by staff with their line managers.
· Manage local and regional recruitment processes 
	30%

	Support preparation of plan, budget and quarterly reports for Brussels office and Europe Region
	· Manage and ensure compliance of Brussels office compliance with ALPS processes 

· Support the New Countries and Europe Manager and the Europe Policy and Campaigns Manager in the preparation and monitoring of internal budgets and quarterly management reports

· Work with all Brussels-based staff and regional staff based elsewhere to prepare and monitor plans and budgets


	10%

	
	
	
	


	Role related knowledge, skills, experience and behaviours

	· Knowledge and experience of producing accounts to Belgian accounting requirements;

· Knowledge and experience of Human Resources management in an international environment including knowledge and experience of Belgian HR management standards and requirements

· Ability to work to independently and to prioritise workload.

· Ability to communicate finance issues to non-finance staff.

· Excellent inter-personal skills;

· Fluent English, mother tongue level French or Dutch 

· Experience of working in an international group and/or a multi-cultural environment

· Proactive and adaptable

· Commitment to ActionAid’s vision, mission and values. 

· Experience of working in a non-governmental organisation would be a distinct advantage




