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	Job Title:
	Division:

	Financial Controller
	Finance and Technology

	Location:
	Responsible to:
	Date:
	Rank:

	London
	Director, Finance and Technology Division
	December 2019
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1.
JOB PURPOSE

Describe why the job exists.

To ensure that the Central Office (CO) finance unit provides a high-quality client-focused service to both Central and Regional Office (RO) stakeholders, and that key reporting commitments to donors and statutory bodies are met.

In line with the overall financial strategy and plan, ensure:
· effective financial control processes and systems are in place; 

· policies and tools are developed and updated to promote a culture of strong financial controls and performance across the Secretariat;
· development of commercial and costed applications for pan-Federation business development activity, working closely with resource mobilisation and technical colleagues as well as external partner organisations;

· Risk based compliance to all related policies across the Federation. 
2.
KEY TASKS

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

Policies & procedures

1. To support the Director – Finance & Technology in developing policies/ manuals that ensure effective financial management and compliance across IPPF.

2. To lead development of procedures that ensure adequate implementation of financial and risk-based policies across the Secretariat and Member Associations/ partners.

3. To ensure all manuals, policies and procedures are regularly reviewed and updated. 

Budgeting/ Costing
4. To lead the budget setting process across the Federation, in line with the financial strategy and plan, co-ordinating the provision of effective budgeting tools and support to ensure that organisational objectives and plans are underpinned by robust costing.

5. To lead the development of large-scale commercial proposals and cost applications to key donors, working as a key member of IPPF’s cross-functional business development team to ensure that submissions are demonstrably cost effective and supported by effective management systems. 

6. To lead financial modelling for various types of programmes and services, in order to put forward a value for money business case, both internally and externally.

Financial Management
7. To lead the maintenance of a strong culture of financial control across the Secretariat and key Member Associations, by development of reporting and oversight tools and adequate follow up using the same.

8. To ensure effective arrangement to review and approve monthly transactions are in place and operate effectively in line with the internal policies and procedures.

9. To ensure a robust month end and year end closure procedure is designed, reviewed and maintained across the Central office. 

10. To operate a treasury management system including putting in place hedging mechanisms to minimise foreign exchange and credit risk and maximise returns on surplus funds. 

11. To lead oversight and control on cash flows including developing future forecasts by source (core, restricted, designated funds) / projects (name of project/ location).

12. To ensure timely review and sign off, of monthly payroll transactions, ensuring all compliances in line with internal policies and HMRC requirements (note that payroll services are outsourced).

13. To ensure all statutory compliance and reporting requirement to the UK tax authorities (VAT / PAYE/ Gift Aid) are completed on a timely and accurate basis. 

14. To ensure adequate insurance cover is in place to protect IPPF from various business risks.

15. To ensure that restricted programme financial management arrangements are maintained in line with donor compliance arrangements, and that issues around non-compliance are identified and addressed with programme management in a timely manner. 

Audit and Oversight
16. To lead the year-end statutory financial statement preparation and external audit process on an annual basis. 

17. To lead consolidation of accounts for the Charity and Group ensuring timely closure of statutory audits.

18. To support the Director, Finance and Technology with oversight and follow up on fraud and mismanagement complaints from across the Federation.

19. To ensure all other statutory compliances in line with the requirements of the SROP, UK Charities Commission, GDPR, HMRC and Donors.

Financial Reporting

20. To lead development of high-quality management accounts and financial reports (on a regular basis) for the Director’s Leadership Team (DLT), Finance and Audit Committee (FAC) and the Governing Council (GC).

21. To lead the delivery of all financial reporting and monitoring arrangements on donor-restricted programmes to ensure that reports are submitted on time and to a high standard. This would include provision of narrative analysis on key donor reports to demonstrate the impact and value for money of IPPF’s work.

22. To support all budget holders, ensuring that key financial performance information is available in an effective format through ERP system (in the form of easily readable and comprehensive financial dashboards).

23. To lead the Central Office finance team, to ensure that all transaction processes operate in line with agreed procedures and targets and that a high-quality service is provided to all staff.

24. To lead preparation of papers for the Finance and Audit Committee. 
25. To attend and participate in the Finance and Audit Committee, Governing Council and the annual Donor Meeting, as required.
General 
26. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

27. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.

28. 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. 
29. To take collective responsibility for safeguarding. 
30. To undertake any other reasonable duties as may be requested from time to time. 

3.
RESPONSIBILITIES

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

The post holder has direct responsibility for the Manager - Donor Reporting and Manager - Financial Performance.
                             b)
financial responsibilities carried out by the post holder.

The post holder has a direct expenditure authorization limit of US$100,000.

The post holder is responsible for producing the annual consolidated and charity financial statements which reflect income exceeding US$100 million. This involves consolidation, in line with SROP requirements, of the charity transactions (CO, Arab World, ESEAOR and South Asia) together with the accounting records of the subsidiaries of Worldwide Inc, Africa and Europe. Plus the aggregated accounts including the autonomous business unit of Western Hemisphere Region.

The post holder is also responsible for the recording of all financial transactions of IPPF in London, Bangkok, Geneva and Melbourne to ensure compliance with legal, fiscal and non-statutory requirements.  The post holder has budgetary and treasury management responsibilities and produces management and statutory financial reports.


          c)                   advisory responsibilities carried out by the post holder.

Advises CO and RO staff on financial matters including advising Human Resources on tax implications. Works extensively with external auditors, and internal auditors when required. 

PERSON SPECIFICATION
4.
EDUCATION & QUALIFICATIONS

Describe the likely educational/training background of the post holder.

· Degree or equivalent standard of education to support good written and analytical skills.

· The post holder must be a CCAB qualified accountant. 
· Evidence of professional development particularly in business skills desirable.  

5.
PROVEN ABILITY

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

· Extensive exposure to related work, to include record of proven ability in staff management.

6. 
SKILLS

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

· Good knowledge of accounting standards (UK / US and International)

· Financial Management in multicurrency accounting environment
· Audit of multi-location and multi-currency accounts.

· Proven experience in implementing financial policies, procedures and systems that bring efficiencies and value for money into the organisation.

· Previous charity / not for profit experience not essential, but some international experience (particularly developing country issues) desirable.

· Good IT skills (especially Microsoft Excel, power point etc, to include a thorough knowledge of spreadsheet and database applications).

· Knowledge of implementation of accounting using an Enterprise Resource Planning system. Desirable in NetSuite.
· Fluent English (oral and written) essential as well as excellent written communication skills. Knowledge of French, Spanish or Arabic advantageous. 

· Excellent staff management skills – team player, motivator, problem solver.

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

· Excellent time management and organisational skills required in order to multi-task and meet tight deadlines.
7.
OTHER (INCLUDING PERSONAL COMPETENCE)
Describe the characteristics of effective job performance, eg. sound judgement, ability to maintain confidentiality.

· Excellent understanding of financial management and risk issues in international development sector.
· Awareness of and sensitivity to the multi-cultural and diverse environment in which IPPF operates.
· Discretion in handling confidential/ sensitive information.
· Honesty and Integrity.
· 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.pyright – IPPF/Graeme
· Willing to travel internationally - up to 45 days a year.

