Role Profile




Ref no:
	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Role Profile




	Job Title
	Finance Officer-Client Funded Work

	Directorate or Region
	Ethiopia / SSA
	Department/Country
	Finance, Ethiopia

	Location of post
	Addis Ababa
	Pay Band
	CA 4/Grade H

	Reports to
	Head of Finance & Grants
	Duration of job
	One year with possibility of extension 

	Purpose of job: 
To provide BC Ethiopia Client Funded Projects with the financial support services and advice needed to ensure an efficient, secure and appropriately controlled financial environment.
Context and environment: 

This post is one of several making up the BC Ethiopia Resources Team (BSS). The post requires generic financial skills.
Accountabilities, responsibilities and main duties: 
The post holder will be accountable to Finance Manager for the successful delivery of finances for the British Council Ethiopia Directorate.
Specific duties will include: 

· Providing general accounting and financial services in line with corporate and donor requirements and, as required, through SAP accounting system;
· Assisting the Finance Manager to maintain BC Ethiopia‘s accounting systems. All financial and related systems maintained to the standards of Essential Finance policies and other key policies and regulations.
· Providing appropriate levels of control over all income (collected through invoice and over the counter);
· Managing petty cash, including matching, clearing transactions and reconciliation as well as carrying out spot checks on all petty cash documentation and cash levels;
· Maintaining efficient filing systems for the finance department and ensuring all files are regularly checked for correctness and completeness;
· Controlling all cash and cheque payments by: promptly escalating the details of any payments to be blocked to HFG and HUB before the relevant payment run, or where down payments have been settled at the local cash desk. Monitor any issues in relation to bank charges and any re-negotiation of terms of payment, etc. Report on any banking related issues;
· Ensuring banking, treasury and all payroll tasks are completed to the satisfaction of HFG and Team Leader. To record the movement and transfer of funds between local bank accounts and inform the Hub accordingly. Preparing the monthly payroll off-system. To be responsible for ensuring that FABS (SAP) has been updated with payroll amounts each month. Report on and escalate any issues as appropriate, e.g. over/under payment, staff complaints, etc. To monitor staff debt and report it on a monthly basis to the HFG.

· Supporting the delivery of financial services by contributing to the development of finance policies, and ensuring compliance with current legislation and best practice. Assist in ensuring that good audit reports are obtained. Assist in preparations for monthly FCCF requirements;
· Reviewing VAT claim preparation and follow-up of the reimbursement from ERCA;
· Update the fixed assets register & carry out spot checks on office inventory;
· Ensuring on time payment of Pension, Withholding tax and Employment income tax to ERCA;
· Assisting the Head of Finance and Grants  with ad-hoc requests for information and analysis;
· Support the main office finance team in related to specific projects like HOLLA, Exam etc. day to day financial transactions and processes.
· Ensuring that all finance support activities are carried out in compliance with all equal opportunities and diversity principles set out at a corporate level. 

Key relationships:  

Internal: 

· Head of Finance and Grants;

· Team Leader;
· Main Office Finance Team
Liaison with colleagues from all other teams / departments to ensure that all financial tasks and deadlines are fully met;
External: 

· Coordination and cooperation with suppliers and service providers.
Other important features or requirements of the job 

Operational work requires occasional (or sometimes regular) work outside conditioned hours, for example in the evenings or at weekends. Overtime or TOIL should be agreed with the line manager in advance to maintain an adequate work-life balance. Post holder may be required to travel abroad on BC business and should therefore hold valid travel documents.   


	Please specify any passport/visa and/or nationality requirement.
	Ethiopian national 

	Please indicate if any security or legal checks are required 
for this role.
	N/A   


Person Specification

	
	Essential 
	Desirable
	Assessment stage

	Behaviours 
	· Creating shared purpose (Essential)
· Connecting with others (Essential)
· Working together (Essential)
· Being accountable (Essential)
· Making it happen (Essential)
· Shaping the future (Essential)
	
	Interview


	Skills and Knowledge
	· Computer skills (particularly experience working in SAP) 
· Communication skills (Level 1)


	
	· Shortlisting 

· Shortlisting & interview


	Experience
	· Finance management work experience.


	
	· Shortlisting & interview



	Qualifications
	· Accounting & Finance  diploma 
	First degree in Finance and/or Accounting 
	· Shortlisting 




	Submitted by
	Mulu Zewdu
	Date
	15 March  2015
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