BALKAN COMMUNITIES INITIATIVES FUND

JOB DESCRIPTION: FINANCIAL MANAGER


Reporting to: 

BCIF UK Accountant, as a representative of BCIF UK Trustees

BCIF UK Trustees

BCIF Director (FRY)

Responsible for: 
Financial Manager (part time tasks required of BCIF FRY Grants and Financial Administrator)


	General
	The post holder will have overall responsibility for all aspects of financial accounting, reporting and administration in FRY and, in accomplishing all tasks, will work in close coordination with the BCIF UK Accountant. Specifically, the post holder will be responsible for:



	Bookkeeping and Financial Record keeping
	Maintaining accurate up to date financial records for the organisation which can show at any time the financial position of the organisation, its assets and liabilities

Reconciling and checking records against external and third party documentation

Keeping supporting financial documentation in an orderly and easily accessible manner



	Management Accounting
	Preparing monthly management reports for the Director and quarterly reports for Trustees which show the current financial position of the organisation compared to budget

Preparing reports as required for individual grant funding 



	Budgeting and Financial Planning


	Preparing, monitoring and revising budgets and forecasts

Preparing, monitoring  and revising cashflow statements

Preparing monthly funding requests from UK  and other external funders

	Statutory Reporting


	Complying with local statutory reporting requirements



	Non statutory Reporting 


	Maintaining records of funders’ reporting requirements

Preparing financial reports for funders and other third parties as required and in a timely manner



	Financial Systems and Controls


	Establishing systems of control and authorisation that protect the organisations assets

Ensuring that systems comply with local and UK statutory requirements

Reviewing controls on a regular basis to confirm their effectiveness



	Treasury
	Ensuring the maximum return for minimum risk on unspent funds

Reviewing banking arrangements. 

Ensuring safe keeping for cash held.

Ensuring maximum efficiency for transfers of funds from UK and other funding sources

	Staff Supervision


	Supervision and training of administration staff in basic accounting and financial management procedures 



	Liaison and Support


	Supporting BCIFUK Accountant, UK Trustees and Director with financial matters

Liaison with third parties as required including UK Trustees and their representatives grant committees, external Funders, and banks.



	Other
	Any other finance related tasks required by the BCIF Accountant, UK Trustees or Director 

	
	


Note: This job description may be revised upon registration of the indigenous foundation.

