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JOB DESCRIPTION

Job title:

Finance and Support Services Manager, Ukraine 




(Ukrainian Nationals only)
Location: 
Kiev, Ukraine
Department: 
EME
Grade and salary:  
UAH 65,000 gross per month, national contract
Contract Duration:
12 months (with possible extension)
Responsible to: 
Country Director, Ukraine
Responsible for:
Finance department in Kiev, finance officers in Donetsk and Luhansk
Relations with others: TLU and HelpAge staff in-country, close liaison with EME Regional Finance Manager, and UK Management Accountant, and other colleagues based at the EME and London Secretariat

Background to HelpAge International and emergencies

HelpAge International is a global network of not-for profit organisations that work with and for disadvantaged older people worldwide to achieve lasting improvement in the quality of their lives.  HelpAge is comprised of over 50 age-concerned organisations from the North and South. 

As well as working in longer-term development HelpAge is mandated by its members to implement programmes that work with and for older people suffering the effects of conflict or natural disaster.  HelpAge takes a holistic view of its work, seeing emergencies and responses to them as part of an approach to establish the rights of older people to participate in development and to confront the stresses that increase their vulnerability and impoverish them.  

HelpAge is the only worldwide organisation that focuses on the needs and assets of the vulnerable elderly in emergencies and is leading action in this neglected area of humanitarian response.  HelpAge has produced guidelines for best practices in humanitarian crises aimed at promoting the inclusion of older people at all stages in programming.
HelpAge started working in Ukraine in 2013, by supporting its local affiliate, Turbota pro Litnih v Ukraini (TLU), the biggest local organization focusing on older people, to develop and manage joint development programmes focused on good governance, accountability, and development of local networks. With the onset of the current crisis, HelpAge started a small-scale humanitarian assistance project in November 2014, focused on providing age-specific essential relief items, psycho-social support and protection, managed on the ground by TLU with the support of a HelpAge-seconded international staff. 

To date, more than one million people have been internally displaced within Ukraine itself and the United Nations estimates that 60% of them are older people. As hardships continue for an elderly population caught on both sides of the divide, HelpAge is in the process of significantly scaling-up its operations, including establishing a Country Office in Kiev.
Job purpose
To oversee, develop and implement the financial and administrative processes and policies of the Ukraine Emergency response to ensure that they are relevant and are functioning efficiently and effectively; use financial reports as a tool to monitor and proactively detect risks and opportunities and bring these to the attention of management; ensure that administrative support to program is adequate and timely; and develop staff to acquire adequate skills to perform tasks assigned to required standards in compliance with HelpAge International, local statutory and donor requirements. 
Key responsibilities 
Financial Accounting 
· To set up and maintain effective procedures and systems for financial management, reporting and control in compliance with HelpAge International and donor requirements.

· To oversee Finance Officers to ensure monthly accounts are produced in accordance with HelpAge International monthly financial cycle process and financial policy.
· To prepare accurate financial reports according to HelpAge International and donor requirements

· To prepare accurate monthly cash flow forecast and cash transfer requests to Regional office for smooth flow of operations
· Ensure payments to suppliers and other contractors are processed in accordance with agreed terms and HelpAge policies and procedures; complies with donor requirements. 
· Record correctly income from HelpAge International, other donors, and from any other source
· Ensure all cash advances are accurately recorded and accounted for within the set timeframe
· To set-up and maintain a filing and retrieval system for financial and administrative transactions in compliance with HelpAge and donor requirements.
· Liaise with local banks regarding all transactions, and supervise designated staff in carrying out HelpAge routine banking tasks.
· To liaise with Auditors (internal and external) ensuring that any recommendations and changes are fully implemented.
· Ensure compliance with Ukraine statutory and other financial obligations such as tax, levies and statutory returns
· Train  partner staff in Ukraine to improve on their financial management skills
Management Accounting
· To co-ordinate and oversee the budgeting, forecasting and budget review processes, liaising with budget holders and contract managers to ensure that procedures are understood and timetables communicated.
· To share monthly management accounts (PMS) with budget holders for their inputs and appropriate action.
· Highlight to the Programme Manager financial issues which require immediate attention/action.

· To ensure effective budgetary control is undertaken for HelpAge programme in close liaison with the Country Director and Emergency Programme Manager, highlighting the key variances, identifying reasons for variances, and taking pro-active remedial action. 
· To support programmes in developing and revising strategic master budget and financial planning
· To support programmes staff in the production of project budgets and proposals, advising on assumptions, risks and opportunities contained within the budgets 

· To review and advice on the budgets of all funding proposals
· Identify the financial information needs of the programme and to set up systems to ensure that these needs are met.
· To oversee the financial year-end process

Administration, logistics and Human Resource Functions

· To oversee developing administration and human resource functions, develop and implement systems and procedures relating to human resources, office management, material and services management, for examples: sourcing office equipment and supplies - including computers, furniture and stationeries and maintaining inventories, liaising with contractors and service providers for efficient and cost effective servicing and repairs of material and equipment, and ensuring procedures are followed and adhere to
· To oversee the development of systems and procedures relating to logistic operations, for examples: procurement, storage and distribution with supplier database; rigorous assets and materials controls compliant with donor and HelpAge requirements; scheduling of all transport, flights and the control and monitoring of vehicle and fuel usage
· To directly line manage the field finance team
Person Specification:

Essential:

· Qualified Accountant or qualified by experience

· Substantial relevant experience in a finance department in the field at an appropriate level, with sound understanding of working with an international NGO 
· Experience of managing HR including recruitment, performance management and training

· Experience of administration and/or logistics function
· Production and interpretation of management accounts
· Proven experience of developing financial systems

· Experience of producing budgets and financial monitoring reports

· Proven ability to provide support, guidance and training to financial and non-financial managers
· Experience in review and development of financial procedures
· In-depth knowledge and experience of working with international donors, particularly EU, USAID, DFID
· Analytical skills, both organisational and financial
· Training skills and the ability to pass on knowledge to others

· Communication and reporting skills (verbal and in writing)
· Advanced spread sheet skills
· Co-operative and supportive team player in a cross-cultural environment
· Able to prioritise work and meet tight deadlines

· Ability and willingness to work in difficult environments

· Fluent English, written and spoken
· Fluent Russian and Ukrainian, written and spoken
Desirable:


· Experience of working with local partners
· Experience of working collaboratively with INGOs

· Experience or working knowledge of ageing and the issues facing older people in emergencies
· In-depth knowledge and experience of operating computerised accounting systems
· Experience of SUN accounting system
