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JOB DESCRIPTION

Finance Manager
Updated July 2015

Job Title
: Finance Manager
Grade
: 4
Reporting Relationship
: Directly report to Deputy Executive Director


  Directly supervise Finance Officer, Finance Assistant and 1 Intern

Membership
: Gender Focal Point and Member of Coordination Committee 
Location
: Phnom Penh
Job Purpose
: The position is to manage and lead the finance team of the NGO Forum on Cambodia, to ensure that staffs well understands and implement comply with policies, procedures, and donors partners’ requirement. The position will work closely with program managers to ensure that the internal control has been done; assure that all expenditures and incomes are managed in accountability manner and transparency. The incumbent will be the focal point of the NGOF to deal with donors, auditor(s), networks/members and stakeholders regarding to financial management.
This job description should be read in conjunction with the current action plan.

Job Responsibilities:
Ensure that NGOF financial policies and procedure are up to date and easy to understand, and ensure good internal control is in place
· Regular review and update the financial policies/procedures to ensure NGOF staff well understanding and smooth implementing 
· Keep staff update of any new or changes. Gather info of the real need and challenge and set up team to solve it and revise/update financial policy if necessary; or issue memo for executive management’s approval
· Regular check and update to accounting form, financial report format, and budget format for comprehensive use; and review chart of account. Make sure all are consistence to new policy and donor’s requirement

· Work closely and good cooperate with Program Managers to ensure that all expenditures are compliance to NGO Forum financial policy/procedure
Ensure that NGOF financial reports are reliable, accuracy, and produced within timely manners

· Read and understand to funding agreement term. Share key points of funding agreement to relevant program manager and executive management. To ensure donors’ requirements and dead line of reports are met

· Understand the financial report format of each donors and share to other finance staff to learn as well as to produce

· Review/verify financial report which produced by finance assistant and finance officer before submit to relevant stake holders

· Produce monthly achievement report of finance team. Produce quarterly, six month, annual, and specific financial report (format suggested by donors) as timeline required

· Work with external auditor to produce semi-annual and annual financial audit report and management letter

Ensure that accounting and financial documents and others are proper and neat filing
· Keep and maintain all donors’ correspondents, all info related to auditing such as: bidding for auditing service, audit agreement, audit report and management letter,…etc

· Keep and maintain all quarterly, semi-annual, annual, and specific reports

· Oversight on filing system of accounting files for auditing and other purposes

Ensure smooth operation on NGO Forum budget and funding 
· Work closely with program managers on budget vs funding management; budget implementation; specific funding requirements and make sure program managers accountable to his/her role

· Monitor to budget vs spending and report to executive management of any significant problem. Update funding pledge and fund available to executive management and management committee

· Oversight on membership fee collection, and other incomes and make sure it is promptly deposited with appropriated account
· Verify all income/expense transaction and make sure it is complying to NGOF financial policy
· Monitor to tax expenses, program commitment expenses and other accrual at accounting period ended
· Monitor petty cash, cash on hand, cash in bank, and ensure its balance is sufficient for daily operation
· Involving and providing input related to financial issue to new funding application

· Assigned to attend training workshop or donors partners meeting as required

Ensure work result of finance team and effective support to program 
· Supervise finance staff, conduct annual performance appraisal, staff motivation, encouragement and problem solving, coaching, and capacity development. Ensure finance staff has clear job descriptions and understanding
· Monitor tasks assigned to finance intern, finance assistant, and finance officer had been achieved. Produce and follow up task check list. Prepare monthly and annually action plan that link to organizational plan

· Monitor work processes of finance team are well support to admin, human resource, programs and vice versa. Make sure all NGO Forum staff must follow to financial policy/procedure

· Be a contact person of program staff, visitors/donors, auditor, and bank institution for financial issues 

Common responsibilities of the NGO Forum on Cambodia
· Any other related duties as assigned by supervisor 
· Demonstrate an ongoing commitment to gender equality, equity, and diversity for NGOF’s activities

· Comply with all relevant NGO Forum on Cambodia policies and standard procedures

· Strongly promote team work environment by contributing ideas, listening to others and willingly taking on tasks that fall outside this job description, but related scope of work as directed by supervisor with the appropriate delegation

· Work constructively with colleagues in other programs and team to achieve the organizational mission
· Attend NGOF meetings and events, but does not limited to staff meeting, learning and sharing, staff retreat, program reflection, recruitment and selection, performance appraisal and feedback, etc.

Qualifications
Education

· Masters degree and or professional qualification related to financial management and accounting
· CPA or ACCA or other professional accounting qualification is desirable

Experiences

· At least five years professional experience in financial management with NGOs and Donors Partners

· At least three years of managing team

· Professional experience in using and monitoring QuickBooks and or other financial management system

· Demonstrate ability to ensure transparent and accountable fund using

Skill
· Proven ability to manage, delegate, and transfer skill and knowledge to finance staff

· Strong computer skills, especially Ms. Office

· Good oral and written communication skills in both Khmer and English

Competencies:
· Demonstrated commitment to NGOF’s vision, mission, and values (Human Rights and Justice, Transparency and accountability, Sustainability, Cooperation and partnership, Peace, and Equity)
· Creativity/Initiative

· Commitment
· Communication

· Professionalism

· Team work

· Gender and diversity
Acknowledgement:
Date Assigned to this Position: ___________    Date of Next Appraisal: _____________

Measures of performance: Tasks as described in the job description above in conjunction with the Program’s current Action Plan.

Name: _________________________ Signature__________________ Date__________


(Staff Member)

Name_________________________    Signature__________________ Date__________


(Executive Director)
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