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Job Description – Finance Officer  

Functional Title: 		Finance Officer (Female Only)
Base Location: 		Country Office, Lalitpur with an extensive field visit 
Reporting to: 			Finance and Admin Manager
Contract Duration: 		12-month contract with possibility of extension, subject to funding
Starting Date: 			Preferably, 1st March 2022
Salary: 			Negotiable based on experience and qualification.

Job Summary 

With the support and guidance from the Finance and Admin Manager (FAM), She is responsible to provide effective and efficient financial management support to Finance department for smooth financial operations.
The main purpose of the job is to assist FAM in  developing proposal budgets, preparing periodic financial reports, build accurate financial forecasts, monitoring budget, expenditure, and cash flows, guiding  and providing support in Partners’ financial and grants management. The Position will also contribute to the effective HR management of the Country Office. 

Key Roles and responsibilities
BUDGET PLANNING
Support FAM to develop proposal budget and financial planning ensuring disbursement of resources are in accordance with the established procedures.
Liaison with Program team to develop  sectoralwise budget and consolidate. 
Manage any financial modifications/revision of project budgets.

FINANCIAL REPORTING
Support FAM in preparing accurate monthly fund notes, budget monitoring and donor reports in accordance with the specified format within the agreed timeframe ensuring that they meet the requirements of Islamic Relief and donor financial guidelines.
Ensure sign-offs and documentation of monthly and donor reports. 
Ensure up to date information and data of financial transactions. 
Monitor the periodic expenditure, budget analysis and make a recommendation for necessary adjustments where essential.

FINANCE, GRANTS & COMPLIANCE
Ensure full implementation of financial and other relevant policies of IRW.
Compile bills/supporting documents before the  process for payments.
Support for the project closure/liquidation of completed projects.
Responsible for managing cash flow that includes preparation of cash flow in coordination with project lead and submitting  to FAM for his/her review and upward submission.
Ensure Project files, partnership agreements including donor agreements are up to date filed and archived as per IRW archiving policies and donor guidelines.
Keep track of funds received for projects and enter into the accounting system following the accrual principle. 
Prepare income and expenditure forecasts of projects and track the forecast with actual.
Support Finance and Admin Manager for smooth management of internal and external audits.

PARTNER MANAGEMENT
Receive and review monthly financial reports from Partners and provide feedback ensuring compliance with IRW, donor guidelines  and national laws.
Conduct Partners monitoring visits to ensure consistency with grant’s terms and conditions, timelines, budgets, and performance measures. Prepare Partners’ visit and monitoring reports highlighting issues identified and proposed action plans.
Provide guidance and build the capacity of Partner organisations to strengthen their internal control system, documentation, procurement system, taxation, and financial health.
Reconcile the monthly fund balance of Partner organizations with the 	Quick book system balance and facilitate the settlement of receivable/payable balance.
Follow up with Partners for the submission of the monthly financial reports and fund transfer requests.
Track partner project wise fund and make sure that sufficient fund is available for the implementation of the planned activities.
Develop and facilitate reporting system for effective monitoring of Partners' financial management.
Ensure partner vouchers has been reviewed on  monthly basis and scanned copy of such vouchers are received and filed at Country Office.
Ensure partner audit reports and renewal documents with different agencies are filed and kept safely.

HUMAN RESOURCE AND ADMINISTRATION MANAGEMENT
Provide support to Finance and Admin Manager in implementing HR policies & Procedures and carrying out day to day HR operations activities of Country Office.
Prepare contracts for employees, consultants, and vendors.
Coordinate with media, advertising agencies, recruitment agencies etc in order to release vacancy advertisement/s as and when required.
Manage recruitment of staff, including the placement of advertisements, screening of resumes, contacting candidates, coordination of interviews, reference checking, etc.
Prepare a long list and arrange written and interview assessments of the candidates.
Process, verify and maintain documentation during recruitment, selection, background checks, hiring, orientation, training, grievances, performance appraisal, increment, disciplinary actions, termination, or resignation etc.
Ensure timely coordination with Insurance company for Medical Insurance, Accidental Insurance and other insurance-related to staff.
Coordinate with IRW HQ for the staff screening and creating and deactivating the email ID of staff.
Manage the HRIS (on-line system) and ensure that it is running smoothly.
Ensure that timesheets/attendance are signed offs and filed on  monthly basis.
Maintain and update proper records related to staff, contracts, consultants etc.

OTHER DUTIES 
Carry out other duties as directed by the Finance and Admin Manager and associated with the job purpose.
Qualification: 
Bachelor’s Degree or preferable master’s degree in accounting, Finance, Management or Business from a recognized University.

Experience/Competencies for this position:
At least 4-5 years of relevant work experience in various INGOS.
Experience in developing proposals budgets, financial reports for a variety of donors.
Experience of partner’s capacity building linking finance, procurement compliances.
Good understanding of financial management and compliance practices in non-profit organizations.
Strong IT skill required on excel, and accounting software’s.
Excellent communication skills (reading, writing, listening, and speaking) in both English and Nepali.
Ability to work independently, willing to work beyond office hours, weekends, and travel frequently when required.
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