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JOB DESCRIPTION

	Job Title:
	Division:

	Finance Analyst (Maternity Cover)
	 Finance and Technology 

	Location:
	Responsible to:
	Date:
	Rank:

	London
	Manager – Financial Performance
	June 2018
	5


1.
JOB PURPOSE

Describe why the job exists.

Responsible for ensuring accurate and timely management information is provided to Central Office (CO) and Regional Office Management as well as the Audit & Finance Committee and the Governing Council.
To analyse and review Secretariat-wide data to identify improvements and potential issues and areas for further review.
To review all CO financial transactions to ensure that they conform to financial procedures and that expenditure is consistent with the budgetary plans.
2.
KEY TASKS

Describe the main activities undertaken by the job holder.  The list need not be exhaustive, but should reflect the most important features of the job.

1. Leading on the production of management accounts and improving CO and secretariat wide month end processes.
2. Ensuring that all expenditure is robustly reviewed and challenged for CO and at a secretariat-wide level.
3. Engaging with senior stakeholders and leading in the coordination of budgets and entering in to NetSuite/Adaptive.

4. Assist with the preparation and execution of a rolling 3 year financial plan. 

5. Producing forecasts and developing financial modelling in Adaptive.
6. Providing analysis and support for Directors Leadership Team, Central Office Senior Team and directors on improving performance/efficiencies.
7. Be responsible for dashboards in NetSuite and for developing reports and graphs to assist budget holders and project leads in obtaining financial information in informative ways depending on their needs.
8. To oversee core project set up on NetSuite including approval of new activities and oversight of budget amendments/approvals.
9. To oversee the integrity of the ledger data to ensure that procedures are in place to ensure that the supporting documentation is valid, entries are coded correctly/data is accurate.
10. To prepare quarterly VAT returns and review VAT postings on a monthly basis to ensure adherence to IPPF policy and HMRC rules. To provide support to budget holders on VAT rules and regulations.
11. To assist the Manager – Financial Performance in the month end and quarter end processes. To be responsible for overseeing the Central Office month end and quarter end reconciliations and schedules and that they are completed for the Management Pack in line with the timetable.

12. To oversee the finance assistant’s review of consultancy contracts ensuring that appropriate authorisations are in place and that IPPF procedures are followed.
13. To assist the Manager – Financial Performance in the year end process. To be responsible for overseeing the Central Office year end reconciliations and schedules and that they are completed for the audit in line with the timetable.
14. To be responsible for maintaining the fixed asset registers for CO and support Arab World (Tunisia), South Asia (India), East and South East Asia and Oceania (Malaysia) Regional Offices, and the Sub-Regional Office in the Pacific (Fiji) in maintaining theirs.
15. To assist the Manager - Financial Performance and Financial Controller in preparing for the Audit & Finance Committee, Governing Council and the annual Donor Meeting.
16. To work with Manager – Financial Performance and the Resource Mobilisation team to ensure reports to core donors are prepared on a timely basis.

17. To assist Manager – Donor Reporting with preparation of analysis to inform budgeting of funding proposals and support Donor Reporting Accountants/Project Leads with using Adaptive for project budgeting.

18. To provide back-up cover for other Finance staff as required.
19. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

20. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.
21. 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. 
22. To undertake any other reasonable duties as may be requested from time to time.
3.
RESPONSIBILITIES

Describe:
a)
staff responsibilities carried out by the job holder.

None.

b)
Financial responsibilities carried out by the job holder.

The job holder has day-to-day responsibility for ensuring that the financial procedures of IPPF are followed in the approving of financial transactions recorded in the CO Finance Team.
To be responsible for overseeing the Central Office year end reconciliations and schedules and that they are completed for the audit in line with the timetable.

c)
Advisory responsibilities carried out by the job holder.

Advising budget holders on the budget process 
Providing analysis and support for Directors Leadership Team, Central Office Senior Team and directors

Advising budget holders on VAT

Advise finance and project staff on how to use Adaptive, in particular, how to build project budgets

PERSON SPECIFICATION

4.
EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the job holder.
· Ideally educated to “A” level standard or equivalent standard of education. Minimum of 5 GCSE’s to include English, Mathematics and Computer Studies or equivalent standard of education. 

· CCAB (ACCA/CIMA/CIPFA/ACA) part qualified and working towards becoming fully qualified. 
5.
PROVEN ABILITY 

Describe the minimum level of professional experience required to do the job.

· Developed application working within a finance team in a medium-sized organisation.
· Experience in the finances of a complex organisation. Experience of working within a Federation structure desirable.
· Experience of working with senior stakeholders

· Experience and understanding of VAT issues within the charitable sector.

· Evidence of career progression within the finance and accounting area.
6. 
SKILLS

Detail the skills needed to do the job, including languages.
· Excellent accounting and budgeting skills.

· Good time management and organisational skills required to multi-task and meet tight deadlines. 
· Advanced knowledge in financial analysis.
· Good computer skills including excellent Excel skills and experience with financial packages/Enterprise Resource Planning – ideally NetSuite.
· Experience of FRS102 and the Charities SORP

· Rigorous attention to detail and accuracy. 

· Excellent interpersonal skills.  Strong verbal communication skills required to train staff and to convey complex financial information in an easily understandable form to non-financial staff.
· Fluent English essential.
7.
PERSONAL COMPETENCE

Describe the characteristics of effective job performance, e.g. sound judgement, ability to maintain confidentiality.

· Discretion in handling confidential information.
· Highly organised.

· Flexible – team-player. 
· Can successfully balance the need to challenge and support
· Confident in approaching new situations and problems.
· Demonstrate an understanding of and commitment to safeguarding in a local and international context.
· Demonstrate a willingness to sign and adhere to IPPF’s code of conduct.

