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	Job Title:
	Division:

	Financial Management Adviser, Safe Abortion Action Fund (SAAF)
Fixed-term until 31 December 2019
	Programmes

	Location:
	Responsible to:
	Date:

	London
	Head, SAAF
Dotted line report to Manager – Donor Reporting 
	May 2019
	Rank 4



1.	JOB PURPOSE

To be responsible for financial oversight for a large, multi-country and multi-donor funded programme (SAAF), ensuring compliance with both donor and IPPF financial management requirements. This will include financial co-ordination and monitoring for the programme, provision of capacity building training for grantees, and donor reporting.

The postholder will contribute, in conjunction with the SAAF programme team, through the tasks below, to achieving the SAAF programme’s overall aim of supporting innovative and strategic NGO activities to expand access to safe abortion and post abortion care and prevent future unwanted pregnancies for poor and marginalized women and girls.

2.	KEY TASKS
1. To co-ordinate the reporting deadlines and requirements for SAAF: planning deadlines, formats for information and consolidation of data.  To ensure that the donors receive high quality reports on a timely basis, in line with requirements of the donor funding agreements.  
2. To undertake financial monitoring, audits and capacity building visits to grantees (IPPF Member Associations and other organisations): including review of supporting documentation for financial reports, reviewing grantee systems and processes for the financial reporting and management of the grant, and advising on project financial management.  To undertake capacity building in order to ensure that grantees have sound financial management in order to fulfil the aims of their projects as part of the overall SAAF programme aim.  Visits will involve travel to service delivery sites providing abortion care.
3. To coordinate the financial management activities of the SAAF capacity building plan, in relation with the SAAF programme team. This is about supporting the development and  dissemination of tools and guidance to grantees on financial management and reporting of SAAF grants.
4. To review financial reports prepared by grantees, providing support and feedback to ensure that financial reports are developed and submitted on time and to the required standard.
5. To ensure that expenditure recorded against the SAAF programme meets the donors’ requirements for eligible expenditure items and that the level of documentation meets their specified requirements.
6. To manage the due diligence process for existing and potential grantees, reviewing due diligence questionnaires and documentation, verifying information, and contacting referees.
7. To review and evaluate the financial component of grantee proposals and provide timely feedback.  Where necessary, provide financial input to selection panel.
8. To prepare programme financial statements on an annual basis, including an income and expenditure account, balance sheet, cash flow statement, and supporting notes.
9. To monitor budget versus actual position throughout the year, following up where required and providing information to support the work of the SAAF programme team, including attendance and financial updates at regular SAAF programme team meetings, as well as attending and presenting at SAAF Board meetings and advising the SAAF Board as required. 
To review on a monthly basis items of expenditure to ensure coding is correct and that discrepancies are investigated and resolved.
10. To work closely with the Manager – Donor Reporting to provide inputs to Central Office Senior Team monthly reporting packs, Finance team meetings, ad hoc reports, and finance processes for restricted funded projects. 
11. To participate in meetings of the Donor Reporting Team to share learning and experiences.
12. To monitor the expenditure (including grant remittances) and cash-flow position of the SAAF programme. This will include monitoring exchange rates on funds received from donors and any exchange gains/losses incurred.
13. To work with the SAAF programme team to prepare annual budgets.
14. To ensure that budget appropriations and grant recommendations are in place and correctly recorded. 
15. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.
16. To take collective responsibility for safeguarding.
17. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.  To include representing the SAAF fund and its aims and values in all interactions with contacts including SAAF Board members and grantees.
18. To become familiar with the Federation’s Health and Safety Programme and Guidelines for using Visual Display Units. To do everything possible to ensure a healthy and safe working environment, including following instructions and guidance.
19. To undertake any other reasonable duties as may be requested from time to time.

3.	RESPONSIBILITIES

a)	staff responsibilities carried out by the job holder.

None.
	
b)	financial responsibilities carried out by the job holder.
Responsible for financial oversight for a large, multi-country and multi-donor funded programme (SAAF), ensuring compliance with both donor and IPPF financial management requirements. This will include financial co-ordination and monitoring for the programme, provision of capacity building training for grantees, and donor reporting.


c)	advisory responsibilities carried out by the job holder.
The post holder provides financial advice on projects to the Head of SAAF, Director, Institutional Delivery, Manager,  SAAF, and to staff at grantee organisations.  

The post holder provides financial advice to the SAAF Board and donors, as required   


PERSON SPECIFICATION

4.	EDUCATION & QUALIFICATIONS
· Degree or equivalent standard of education.
· Minimum Part-qualified accountant (CIMA/ACA/ACCA)
· Evidence of professional development, particularly in business skills, desirable. 


5.	PROVEN ABILITY 
· Developed application in financial control systems and audit, although it is not essential to have previously worked in-house for a charity
· Strong experience in budgeting and financial analysis.
· Experience of international development issues and/or project implementation and monitoring.
· Experience of working in finance in developing countries.
· Experience in training others is an advantage.

6. 	SKILLS
· Good written communication skills. 
· Strong analytical skills. 
· Excellent time management skills to meet tight deadlines. 
· Excellent interpersonal skills. 
· Good verbal communication – required to train staff and give presentations. Ability to convey complex financial information in an easily understandable form to non-financial staff.
· Knowledge of financial reporting systems. A variety of experience would be advantageous.
· Excellent Information Technology skills (especially Microsoft Excel).  Knowledge of spreadsheet and database applications.  
· Ability to work independently and as part of a team.
· Fluent English essential.  French and/or Spanish is desirable.


7.	PERSONAL COMPETENCE
· Integrity and ability to maintain confidentiality at all times.
· Willing to travel internationally -  about 40 days a year.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Understanding of and a commitment to safeguarding including child protection, in a local and international context.
· Supportive of a woman’s right to choose and to have access to safe abortion services.  This is an occupational requirement of this post, in accordance with Schedule 9 Part 3 of the Equality Act 2010. 


