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Save The Children International 

JOB DESCRIPTION


	JOB TITLE:  Senior Finance Manager

	TEAM/PROGRAMME: Directorate of Finance
	LOCATION: Kabul, Afghanistan

	GRADE: TBC
	TYPE OF CONTRACT:  Fixed Term  2 years

	CHILD SAFEGUARDING:  
Level 3 – the responsibilities of the post may require the post holder to have regular contact with or access to children or young people.

	ROLE PURPOSE: 
To support the Finance Director and work closely with the finance team in the effective management of the finance.  Work closely with the Senior Grant Manager and provide support to the grants function for Save the Children International in Afghanistan.



	SCOPE OF ROLE:
Reports to: Finance Director
Staff reporting to this post: Finance Manager
Direct: Finance Manager
Indirect: Finance Coordinator, Payroll Coordinator (Reporting), Senior Finance Officer (Payments), Finance Officer Cashier and Finance Assistant Book Keeper.
Budget Responsibilities: TBC



	KEY AREAS OF ACCOUNTABILITY : 
· Responsible for effective management and operation of the Agresso financial system in SCI Afghanistan: training needs analysis for all staff and delivery of training where necessary.

· Ensure compliance of Afghanistan CO and POs to finance policies & procedures.
· Ensure CO provides timely and accurate financial reports(MFT & MCC) to RO and HO finance.

· Ensure Afghanistan Country Office complies with all Save the Children Management Operating Standards and Standard Operating Procedures and that all required support is provided promptly, at scale and in line with the rules and principles during emergencies, working closely with the Regional Office.

· Ensure sub-offices receive adequate support to operate efficient accounting systems, including timely receipt cash and timely answers to queries.

· Ensure timely and accurate data entry into the system and reporting on grants expenditure to internal and external stakeholders

· Work closely with Regional, Provincial and Programme managers to ensure well managed programme expenditure.

· Ensure availability of funds for Country Office and Provincial Offices 

· Review and develop finance policies and procedures to maintain a well-controlled environment; ensure documentation of procedures.

· Ensure that effective systems are put in place, and regularly reviewed, to allow adequate financial management and control including:

· Cash and cash flow management and control.

· Exchange rates.

· Expenditure procedures;

· Responsible for accurate and timely submission of financial reports and tax payments to GoA.

· Work with the finance staff to ensure the annual tax return filing as per GoA policy

· Ensure adherence to donor financial requirements and procedures 

· Provide technical support to partner organizations, government organizations and non-government organizations in the implementation of joint projects.

· Ensure field offices receive adequate support to operate efficient accounting systems, including coordination of visits to the Programme offices, answers to queries and scheduling tasks and deadlines

· Responsible for reconciliation of the balance sheet accounts and monthly balance sheet reconciliation and recording the required entries.

· Develop and implement training courses in financial skills for non-accounting staff.

· Provide guidance and advice to finance teams specifically in accounting theory and practice.

· Manage finance staff performance and development.
· Ensure appropriate and secure record keeping for financial transactions in line with donor and SCI requirements.

· Coordinate external audit of finance function in Afghanistan.

· Assist in preparation and maintenance of SCIA master budget; preparation of monthly reports on expenditure against master budget.

· Contribute to the development of grant proposals

· Assist in budget preparation.

· Ensure inclusion of adequate operational and salary costs, liaising with Finance Manager and Payroll Coordinator to provide figures

· Review all grants and contract agreements for management nuances and brief programme management on potential areas of risk.

· Ensure that the financial aspects of partnership agreements are accurate and in accordance with the implementing guidelines of the donors and SCI.

· Provide regular reports to SMT, SCI on portfolio

· Develop financial analysis tools to assist in the management and monitoring of budgets and funding.

Other

· Perform the duties of the Senior Grant Manager in his/her absence. 
· Prepare financial reports for internal and external use including donor reports and BVAs.

· Contribute to the wider development and management of the Save the Children unified programmes by participating in regular planning and co-ordination meetings with colleagues and management.
· Provide inputs to the regional office and center regarding the master budget, its templates etc
· Based in Kabul, but visit provincial offices and provide training to the provincial office finance staff.

· Assist Finance Director in developing the CO level finance manual, policies and procedures.

· Deputize Finance Director in the financial matters.

· Other tasks as requested to support effective operation of the Finance & Grants Departments.



	SKILLS AND BEHAVIOURS (SCI Values in Practice) 
Accountability:

· holds self accountable for making decisions, managing resources efficiently, achieving and role modelling Save the Children values

· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved.

Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future orientated, thinks strategically and on a global scale.

Collaboration:

· builds and maintains effective relationships, with their team, colleagues, Members and external partners and supporters

· values diversity, sees it as a source of competitive strength

· approachable, good listener, easy to talk to.

Creativity:

· develops and encourages new and innovative solutions

· willing to take disciplined risks.

Integrity:

· honest, encourages openness and transparency; demonstrates highest levels of integrity



	QUALIFICATIONS : 
· Educated to degree level in related discipline

· Professional qualification, e.g. CPA, CIMA, ACCA



	EXPERIENCE AND SKILLS:
Essential

· At least 10 years’ relevant working experience, of which 3 at management level

· Excellent understanding of financial systems and procedures.

· Demonstrated experience of line management, with good facilitation and capacity building skills

· Excellent analytical skills – the ability to analyse complex financial data and design and produce effective management information.

· Excellent experience of budgeting and budget management.

· Excellent experience of computerised accounts packages, Excel, PowerPoint and Word.

· Ability to manage a complex and diverse workload and to work to tight deadlines.
· Flexible and adaptable approach

· Strong communication and interpersonal skills

· Very good written and spoken English 

· Willingness to travel, at times in difficult conditions

· Ability to work independently

Desirable
Extensive experience with Agresso accounting system.

Previous experience working for Save the children is desirable.




