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JOB DESCRIPTION

Job title:

Finance and Support Services Manager, Haiti
Location: 
Port-au-Prince, with regular travel to Jacmel
Department: 
International Programmes

Grade and salary:  
IS2 & £27,726
Contract Duration:
12 months (with possible extension) – Unaccompanied Post
Responsible to: 
Country Director, Haiti
Responsible for:
Finance, logistics and human resources staff
Background to HelpAge International (HAI) 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.  HAI is comprised of over 50 age-concerned organisations from the North and South. 

As well as working in longer-term development HAI is mandated by its members to implement programmes that work with and for older people suffering the effects of conflict or natural disaster.  HAI 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.  

HAI 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.  HAI has produced guidelines for best practice in humanitarian crises aimed at promoting the inclusion of older people at all stages in programming.  

HelpAge in Haiti
HelpAge has a Caribbean Regional Office in Kingston Jamaica and local partner organisations in a number of countries in the region including Haiti and Dominican Republic. A small programme office was recently established in Port au Prince to focus on emergency and DRR work in Haiti.

Following the devastating earthquake in Haiti on 12 January, HelpAge launched an emergency response in partnership with local partner organizations and is committed to extending this into a longer term recovery and rehabilitation programme in support of older people in Haiti.

From 1st August 2010, HAI Haiti is starting the phase 2 of a DEC-funded programme 

that will be comprised of three main components: protection, health and livelihoods, 

supported by an Information, Education and Communication (IEC) unit. Expected to 

last at least 12 months, the programme will be implemented in 100 camps hosting 

over 10,000 older people displaced by the earthquake, in 8 communes within Port-

au-Prince, as well as in Leogane, Petit-Goave, Grand-Goave and Jacmel. 

Job purpose
To be responsible for the financial accounting, systems and controls for the Haiti country programme, and to lead the logistics, security, human resources and administration functions. To provide financial reports, information and analyses to Haiti staff, the UK secretariat and donors. To be a member of the Senior Management Team and participate in the strategic decision making process.


Key responsibilities 

Financial Accounting 

· To establish and maintain effective procedures and systems for financial management and control in compliance with HelpAge International and donor requirements.

· To establish and maintain effective accounting systems for the recording of all financial information.

· To oversee the year-end procedure, ensuring that all financial returns are completed accurately and to the required timescale.

· To provide monthly accounts and donor financial reports to HAI’s Secretariat in accordance with the organisation’s requirements and timetable.

· To manage cash flow, ensuring that regular and accurate transfer requests are made.

· To liaise with Audit staff (internal and external) ensuring that any recommendations and changes are fully implemented.

Management Accounting

· To ensure - in close liaison with the Country Director - that thorough and effective budgetary control is undertaken in the Haiti programme.  Highlighting the key variances, reasons for these, and any remedial action that is required.

· To co-ordinate and oversee the budgeting, forecasting and MYFR processes, liaising with budget holders and contract managers to ensure that procedures are understood and timetables communicated.

· 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 authorise the financial aspects of all funding proposals.

· Identify the financial information needs of the programme and to set up systems to ensure that these needs are met.

Management, Training, Support & Advice

· To identify and assist in meeting the financial training needs of local staff. 

· To work with programme teams and partners, helping set up accounting systems and procedures that are required by HAI.  To monitor this work, highlighting any shortfalls and agree required management actions with relevant staff.

Logistics & Security

· To support and manage the Head of Logistics to co-ordinate effective logistics and transport operations in support of programme work and establish rigorous assets and materials control systems and to ensure that logistics adhere to HelpAge’s values. 
· In collaboration with HelpAge Haiti security focal point, to design and manage a security system which ensures the security of HelpAge’s staff and property, and to maintain awareness of security developments in Haiti which may impact on this security.
Human Resources & Administration

· Support and manage the Human Resources Manager in the development, implementation of appropriate HR systems, policies and procedures, and adherence to these by staff and managers.
· Ensure the development and implementation of HR strategies and initiatives to help to meet programme objectives.
· Support the HR Manager to ensure that the programme is fully compliant with Haitian employment law to minimise any legal implications for HelpAge International
Person Specification

Essential:

· Qualified Accountant (CCAB body or equivalent) or qualified by experience


· Substantial relevant experience in a finance department in the field at an appropriate level, with sound understanding of logistics and human resources systems. 
· Experience of coordinating multiple functions, roles or departments.
· Production and interpretation of management accounts.

· Proven ability to provide support, guidance and training to financial and non-financial managers.

· Review and development of financial procedures.

· In-depth knowledge and experience of working with international donors, particularly DEC and other donors for emergency operations i.e. ECHO, OFDA, UNHCR, UNICEF. 


· 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 spreadsheet skills.

· Co-operative and supportive team player in a cross-cultural environment.
· Ability to work to deadlines.
· Exceptional coordination, and prioritisation skills, with a proven track record of managing competing demands.

· Demonstrable experience of managing and developing staff.
· Fluency in French and English
Desirable:


· Experience working in the capacity of security officer or security manager.
· In-depth understanding of electronic communication systems and methods. 

· In-depth knowledge and experience of operating computerised accounting systems. 






