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	Role Profile




	Job Title
	Finance and Resources Officer

	Directorate or Region
	SSA
	Department/Country
	Finance & Resources

	Location of post
	Zambia
	Pay Band
	CA 4/Grade H

	Reports to
	Finance & Resources Manager
	Duration of job
	4 years, renewable

	Purpose of job: 
To provide British Council Zambia with the financial services and advice needed to ensure an efficient, secure and appropriately controlled financial environment.
Context and environment: 

This post is one of several making up the British Council Zambia Finance and Resources Team (BSS).  The post requires generic financial and organisational skills.
Accountabilities, responsibilities and main duties: 

The postholder will be accountable to the Finance and Resources Manager.
The postholder will be responsible for supporting all staff with regard to financial and office/resource management tasks within the British Council Zambia portfolio. 
Specific duties will include: 

· Support all overhead procurement exercises in-country including development and maintenance of the Approved Supplier List (ASL), management and monitoring of supplier relations.
· Monitor service contracts, ensuring that contracts are up-to-date, new contracts are negotiated and that all contracts meet the British Council global contract requirements.
· Ensure compliance with British Council procurement, financial and anti-fraud processes.

· Ensure payroll is undertaken effectively each month.

· Manage petty cash including replenishment and reconciliation.
· Maintain filing systems for the finance department.
· Assist Finance and Resources Manager with ADHOC requests for information and analysis

· Assist the Finance and Resources Manager to maintain office accounting systems.  All financial and related systems maintained to the standards of Essential Finance and other key regulations in collaboration with Director and Regional Decision Support. 
· Support the Finance & Resources Manager to manage and maintain the British Council estate in-country including lease and other arrangements, maintenance and inventory management.

· Support the Finance & Resources Manager to ensure that all office equipment is maintained to a high standard by monitoring service delivery contracts to ensure that work contracted is delivered and value for money achieved.

· Support the Finance & Resources Manager to manage key business processes in-country and undertake regular reviews and staff training including business continuity, emergency procedures, staff and next-of-kin lists, health and safety procedures and security.

· Manage premises security and health and safety, ensuring regular checks are carried out and escalated as necessary.

· Manage the relationship with the contracted-out local IT provider and ensure that designated personnel undertake their responsibilities effectively in line with GSD guidelines and recommendations.
· Manage the country EFT processes, ensuring that staff are fully involved in “green practices” and that the office follows best practices in line with the corporate plan. 

· Manage the IT relationship with GSD to ensure that the Zambia directorate has functioning IT and BCTN.

· Support the administrative processes related to the arrival, presence and exit of UK appointed staff.

Key relationships:  

Internal: 

· coordination and cooperation with other departments within British Council office locally and across the region
· liaison with colleagues from other departments to ensure that all financial tasks and deadlines are fully met 

· regular working with GSD

· general team working with colleagues across the directorate 

External: 

· coordination and cooperation with suppliers and service providers 

Other important features or requirements of the job 

Operational work requires occasional (or sometimes regular) work outside conditioned hours, for example in the evenings or at weekends.  TOIL should be agreed with the line manager in advance to maintain an adequate work-life balance.  Post holder may be required to travel abroad on BC business and should therefore hold valid travel documents.   


	Please specify any passport/visa and/or nationality requirement.
	Right to live and work in Zambia 

	Please indicate if any security or legal checks are required 
for this role.
	Standard police checks


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Creating shared purpose (Essential)
· Connecting with others (Essential)
· Working together (Essential)
· Being accountable (Essential)
· Making it happen (Essential)
· Shaping the future (Essential)

	
	· Interviewing

· Interviewing

· Interviewing



	Skills and Knowledge
	· IT skills
· Communication skills – excellent written and spoken English
	· Financial systems background
	· Shortlisting & interviewing
· Shortlisting 

· Shortlisting 

	Experience
	· Basic finance management
	· SAP experience
	· Shortlisting & interviewing
· Shortlisting

	Qualifications
	· High school graduate 
	· First degree in any discipline 
	· Shortlisting 
· Shortlisting


	Submitted by
	Wayne Harper
	Date
	July 2014
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