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	                                                               Role Profile 


Job Description





	Job Title
	Finance Officer Grade
	Job Reference Number
	H3

	Directorate or Region
	Pakistan, South Asia
	Department/Country
	Exams

	Location of post
	Lahore/Islamabad
	Pay Band
	Band 4/Grade H

	Reports to
	Head Financial Planning and Analysis Exams
	Duration of job
	Permanent/Indefinite Contract

	PURPOSE OF JOB
· Carry out day-to-day activities pertaining to financial analysis and planning for the Exams department
· Assist the Head of Financial Planning and Analysis and Financial Planning Manager with administration and financial management of exams products, programmes and projects 
CONTEXT AND ENVIRONMENT
Examination Services Department
· The British Council’s Exams Department has set in place an ambitious plan to ensure its growth and greater impact in a fast changing, global environment. To do this, the department will be engaging and working more directly with partners, both internal and external from all sectors. 
· The Exams Department has grown into a significantly large revenue business. Due to the scale of operations, the organization requires a dedicated resource team to manage financial planning of the department. 
· This team will be headed by the Director: Exams Business Support Services and will be responsible for coordinating the planning activity as well as periodically monitoring performance against approved plans. The team will also be responsible for analyzing trends and suggesting solutions for overcoming any performance gaps. 

Team Structure

· The position will be part of a team consisting of two to three Finance Officers and a manager reporting directly to the Head of Financial Planning and Analysis. This team will be based out of Islamabad.
· The job scope will extend to three large offices in Karachi, Lahore, Islamabad and two small offices in Multan and Faisalabad

ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES

· Responsible for month-end preparation and reconciliation of bank statements and income
· Maintain cash controls and reconcile the general ledger, including preparation of journal summaries
· Responsible for various financial reports, thereby ensuring transactions are correctly recorded and entered into the computerised accounting system (SAP)

· Responsible for correcting and posting journal entries in SAP on a monthly basis
· Ensure that steps related to vendor payments are carried out smoothly, whereby payment is deposited into bank account followed by MIS report generation and monthly reconciliation
· Directly responsible for uploading payments to vendors using the bank’s on line payment tool
· Maintain the computerised accounting system and financial files and records

· Responsible for reconciliation of timesheets of invigilation staff
· Monitor petty cash reserves
KEY RELATIONSHIPS
The post holder will need to develop successful relationships with
· Banks with which British Council holds accounts
· The exams operational and business development team

OTHER IMPORTANT REQUIREMENTS OF THE JOB
Some travel within Pakistan might be required for training and workshops.

	Passport/visa and/or nationality requirement.
	Right to work in Pakistan

	Security or legal checks required for this role.
	Security check as applicable to all British Council staff


Person Specification

	
	Essential
	Desirable
	Assessment stage

	Behaviours 

See The Behaviours Dictionary for details
	The following behaviours will be assessed during interview and performance evaluation:

Working Together-               Essential level 

Making it Happen –              Essential level
The following behaviours will be assessed only during performance evaluation:

Creating Shared Purpose –            Essential level 

Being Accountable –            Essential level 

Connecting With Others –     Essential level

Shaping the Future –            Essential level 
	
	Interview and performance evaluation only

	Skills and Knowledge

See The Generic Skills Dictionary for details
	Generic Skills:

Financial Planning and Management (L1)

· Risk Management

· Planning & Forecasting 

· Monitoring & Reporting

· Knowledge of Receipting and Payment Processes

· Impact of financial transactions on both internal an external statutory reporting and obligations 

Computer Skills (L1)
Other Skills:
Communications Skills

· Excellent written and spoken communication skills in English and Urdu
	Other Skills:
High level of proficiency in SAP and/or ERP
	Short listing 
and Interview 
IT Test (Excel)

English Language Test

	Experience
	
	Have worked as an audit trainee with a reputed audit firm
One year experience in a relevant role 
	Short listing 
and Interview

	Qualifications
	Bachelor’s level degree in relevant field
	Master’s degree in relevant field or working towards an accounting qualification
	Short listing 


	Submitted by
	
	Date
	November 2012
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