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	Job description/



	

	Job title
	Senior Finance Manager Theatre for a Change 
	Department/office
	Malawi

	Job holder
	Vacant
	Job code
	TfaC/SFM/002

	Job type
	Full time 
	Pay band
	TBC

	Line manager
	TfAC Country Representative (CR) 
	Post-related allowances
	None

	Job aim
	To support the operations of Theatre for a Change Malawi  through efficient delivery of finance and accounts functions that meet Internal Audit standards, and to satisfy financial requirements of donors 

	Number of staff managed
	1
	As line manager
	1
	As countersignatory
	1

	Finances managed
	£450,000 per annum, in conjunction with TfaC Country Representative

	State what percentage of the job is represented by each duty.

	Duty and standards – measurable in terms of time, cost, quality or quantity.

	1 Duty ( )
	Financial Planning and Budgeting

	
	· Prepare and submit to CR organisational budgets 

· Prepare cash flow forecasts on a monthly basis, and highlight expenditure requirements
· With CR, negotiate financial contracts with donors

· Manage financial relationship with donors

· Ensure TfaC financial systems and budgets comply with funders’ requirements eg on contracts, liquidation, accountability and record keeping

	2 Duty
	Financial Systems Improvement

	
	· Identify areas of weakness in all financial systems and areas, and recommend improvements for efficient financial running of the organisation to allow for expansion of the organisation and programmes

	3 Duty ()
	Accounting

	
	· Recording and monitoring of income and expenditure on SAP, SAP integrity checks
· Ensuring that all individual expenditure lines appear in appropriate budgets

· Individual summaries tally with total balance on standing balance. Manual spreadsheet maintained for each member of staff accounting?

· Preparing requests for transfer between budgets and relevant journalling
· Mangaging relationship with the bank and overseeing the different accounts
· Ensuring Accurate cash flow forecasts are maintained and CR advised of appropriate remittance requests to ensure optimum cash flow management 

· Ensuring no account is overdrawn, and CR receives regular updates on balances
· Build up project in SAP, plan or change costs, revenues, SKF etc 
· Liase with CR on budget limit approval

· Timely production of SAP reports and budget holders records on a weekly basis Ensure that Profit centre group , WBS Actual / Commitments/ Total and WBS actual /plan/variance reports run off  and reveiwed at period end 

· Compliance with all end of year standards and deadlines

· GRS report showing the accounting position with regards to the financial plan

· Evidence that all budget holders have reconciled records with SAP accounts

· Monitoring that all staff are settling up their staff advances 
· Ensure Financial targets for expenditure and revenue met

· Ensuring that TfaC is tax compliant with the laws of Malawi



	
	Procurement and Asset Management

	
	· Oversee procurement and effective management of assets and resources

	4 Duty ()
	Managing Risk 

	
	· Uphold and, where necessary, develop the Financial Policy in accordance with the requirements of strict financial accountability, the TfaC’s Financial Policy and Risk Management guidelines, and the needs of partners and funders.

· Manage each donor contract effectively and accurately

· Introduce a flexible and rigourous risk management system for TfaC, identifying particular areas of financial risk eg transport

· Prepare and facilitate monthly RMF meetings at TfaC

· Controlling procurement process in accordance with TfaC’s Financial Policy and Risk Management guidelines.
· Prepare for and take part in British Council BRMF meetings



	5 Duty ( )
	Record Keeping

	
	· Ensuring that financial record keeping is kept meticulously, and in accordance with the need of partners, donors, TfAC and the British Council
· Carrying out weekly spot checks on financial records and petty cash



	6 Duty ()
	Reporting to donors; Production on a monthly basis of SAP high level management reports for the CR; verification of the effectiveness of reports and reporting processes

	
	· Preparing organisational financial statements for Theatre for a Change on a monthly basis and budget statements on a weekly basis

· Overseeing liquidation of funds to each funder

· Preparing financial reports according to funders’ requirements and schedules 

· Take responsibility for implementing Auditors guidelines

· Oversee the preparation of the Audit as necessary

	7 Duty  (5%)
	Corporate and Regional compliance
To keep up to date with TfaC developments; to ensure an understanding of strategies and activities; to contribute to development of national and regional approaches, especially of finance.

	
	· Be familiar with corporate strategy documents and the regional plan

· Keep  up to date with corporate financial developments 
· Contribute to relevant regional networks 

· Corporate and regional policy, products and services are understood and where appropriate correctly conveyed to staff,  customers and suppliers in a positive manner.



	8 Duty  (5%)
	Any other duties as per assigned by the CR 

	Standards
	· To satisfaction of the CR 


List here any special requirements of the job, e.g. occasional unsocial hours, flexible working.  It is assumed that all jobs can be job-shared unless valid reasons are given below.  Disability is not normally a disqualifying factor for a job.

	Occasional unsocial hours.  Some domestic or international travel may be required.


Authorisation

	Line manager’s name
	Patrick Young 

	Post title
	Country Representative, TfAC 
	Department/country
	Malawi 

	Signature
	
	Date
	

	Name
	

	Signature
	
	Date
	


The United Kingdom’s international organisation for educational opportunities and cultural relations. We are registered in England as a charity.
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