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	Job Title:
	Division:

	Manager – Financial Performance
	Finance and Technology

	Location:
	Responsible to:
	Date:
	Rank:

	London
	Financial Controller
	January 2020
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1.
JOB PURPOSE

Describe why the job exists.

To manage the core Central Office (CO) financial processing work to ensure that effective controls are in place and operating in line with IPPF Policy.
To ensure budgetary control and financial reporting systems are in place and operating effectively at the Central Office (CO) to allow Central office Senior Management to monitor financial reporting performance.

To support the development and implementation of effective financial planning processes and systems across the IPPF Secretariat.

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.

Budgeting

1. To manage the budget setting process across the Federation, in line with the financial strategy and plan, by providing effective budgeting tools and support to ensure that organisational objectives and plans are underpinned by robust costing.

2. To prepare and monitor the timetable for the annual budget setting process, providing guidance and training as required to budget holders.
3. To ensure that all core budgets are regularly updated on the internal accounting system.
4. To assist the Financial Controller in developing various financial models for different types of programmes and services, in order to put forward a value for money business case, both internally and externally.

5. To assist the financial controller in 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. 

Financial Management

6. To manage IPPF’s accounting including ensuring implementation of controls in line with IPPF policies and procedures.

7. To oversee budgetary controls and processes thereof, to ensure stronger financial controls across the Secretariat, where NetSuite is implemented.

8. To ensure that calculations, payments and reclaims to the UK tax authorities (VAT / PAYE/ Gift Aid) are completed on a timely basis and that statutory submissions are accurately made.

9. To manage and oversee, month-end and year end processes and reporting requirements across the Secretariat.

10. To manage verification, authorisation and documentation on a timely basis and in line with IPPF policy, all payments, receipts and journals transactions.
11. To be responsible for the review and release of monthly payroll and oversight of preparation and submission of monthly and annual payroll returns to HMRC.

12. To be responsible for the preparation of quarterly VAT returns, and general compliance with VAT requirements in terms of coding, changes in legislation, liaison with VAT advisors.

13. To monitor IPPF’s balance sheet to ensure staff expense balances are cleared on a timely basis, and that other key balance sheet areas (including accounts payable and workshop advances) are allocated.

14. To monitor IPPF’s inventory processes and provide financial support and analysis to supply chain team.

15. To review the cash and commodity grants issued from CO to Member Associations and follow up variances with the ROs.
16. To monitor the receipt of income from donors as well as the impact of exchange rate movements.
17. To troubleshoot with select regional offices, about the budgeting, accounting, reporting and controls environment within the NetSuite System.
18. To assist the Financial Controller in operating a treasury management system that ensures that IPPF has appropriate liquidity, whilst surplus funds (circa US $60 million) are invested to maximize returns. 

Reports 

19. To ensure updated reports (dashboards)/ accounts are available across the Secretariat, using IPPF’s accounting system. 

20. To oversee the month end and year end closure processes and consolidation of charity and group accounts. 
21. To produce, review and update monthly reports/ dashboards for CO budget holders and select Regional Offices (ROs) in Arab World, East, South East Asia and Oceania and South Asia. 
22. To support the Financial Controller in developing, maintaining and updating standard financial templates, including budgeting tools, cash flow forecast (multi-currency) and guidelines that can be used across the Secretariat.

23. To support the Financial Controller in preparation of periodic financial management information including budget reports, for the budget holders, senior management, Finance and Audit Committee and the Governing Council. 

24. To support the Financial Controller in the development, analysis and review of key indicators around value for money, including monitoring of indirect cost expenditure and recovery. 

25. To provide ad hoc support to the Financial Controller and the Resource Mobilisation team in preparation of financial and commercial information required for donor proposals for additional funding.
Audit and Compliance

26. To monitor internal control systems and liaise, as appropriate, with internal and external auditors.

27. To support the Financial Controller in managing the year end statutory financial reporting and audit process, including preparation and review of schedules, preparation of UK reporting pack, conversion of overseas reporting packs into UK GAAP and group consolidation, including with financial statements disclosure notes, annual report etc

Others

28. To ensure gender is effectively mainstreamed within the remit of the post and in line with IPPF’s Gender Equality Policy.

29. To build and maintain positive relationships with all members of staff, and contacts within and outside the Federation.
30. 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. 

31. 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.

(a) The post holder supervises four Finance Assistants.  The post holder may also delegate tasks to other members of the Finance Unit as well as working closely with the Manager - Donor Reporting.
(b)   
The post holder provides guidance and training to Secretariat staff on financial reporting aspects as well as budget preparation and effective budget management.
b) financial responsibilities carried out by the job holder.

The post holder does not have direct budget holder responsibility but will be a signatory on all payments raised by the Central Office team. The post holder ensures that the transactions of the Secretariat are properly controlled, monitored and recorded against approved Budget.  The post holder provides periodic reports to budget holders and Senior Management. The post holder also contributes to the preparation of the consolidated Annual Financial Accounts/Statements of IPPF. 



c)
advisory responsibilities carried out by the job holder.

This post holder advises CO budget holders and RO finance staff. The post holder also works closely with the external auditors. 

PERSON SPECIFICATION

4.
EDUCATION & QUALIFICATIONS

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

· Qualified accountant (preferably ACA, ACCA or CIMA)
· Degree or equivalent standard of education to support good written and analytical skills.

· Evidence of professional development particularly in business skills desirable. 

5.
PROVEN ABILITY

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

· Developed/ overseen internal controls and systems in similar multi-location and multi-currency environments. 

6. 
SKILLS

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

· Excellent project management and monitoring skills.

· Audit and financial systems analysis experience desirable.

· Competent in financial analysis.

· Good computer skills (especially Microsoft Excel/ Power point) to include a thorough knowledge of spreadsheet and database applications.

· Knowledge of financial reporting systems (IPPF CO currently uses NetSuite). A range of experience advantageous. 
· Well-developed management skills – delegating, motivating others, coaching, developing teams 
· Problem solving and critical thinking.
· Fluent English (oral and written) essential, as well as excellent written communication skills. Knowledge of French, Spanish or Arabic advantageous. 
· 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.
· Excellent time management and organisational skills required in order to multi-task and meet tight deadlines.
7.
General (including PERSONAL COMPETENCE)
Describe the characteristics of effective job performance, e.g. sound judgement, ability to maintain confidentiality.

· An 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.
· Willing to travel internationally - up to 15 days a year.
· 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.
