Job Description 
[Last updated: 2012.02.07]
Position: Head of Finance & Administration
Position Holder: TBC
Prepared by: Natasha Clayton, Director of Resources
Report to: Country Director Tanzania
Location: Dar es Salaam with regular travel to the field

Number of staff you are directly responsible for: Financial Accountant, Project Accountants, Administrative Assistant. 
Key purpose of role: To ensure strong financial management within the FARM-Africa Tanzania Hub and all projects based in Tanzania and Uganda.
Key responsibilities

1. Financial management & reporting
a. To ensure the appropriateness, quality, accuracy and timeliness of all financial information produced in and used by the FARM-Africa Tanzania Hub office and (through project accountants) all projects in Tanzania and Uganda providing appropriate reports and other support to the UK, the Tanzanian Country Director, Uganda Project Co-ordinators both for internal and external (donor) use. 
b. To support the Regional annual planning & budgeting processes and ensuring that accurate and timely budgets and forecasts are submitted to the London Office in line with the budget timetable.

c. To champion adherence to and drive constant improvements in our internal financial control framework across Tanzania and Uganda to ensure it is sufficiently robust for our purposes but without being overly resource intensive. This will include implementing recommendations arising from internal and external audits, enabling regular reviews of implementation of financial controls, procedures and maintenance of records at a project level through regular visits both planned and unannounced and update of formal procedure manuals and other documentation to support this.
d. To be responsible for all aspects of cash flow management for the projects in the hub, including preparing regular cash flow projections, preparing and reviewing cash flow requests for submission to the London office, managing the transfer of cash to projects and, together with the Tanzania Country Director and his/her senior team, ensuring that donor reports are submitted in advance of funds being required and that cash is collected on a timely basis from donors.
e. In conjunction with the UK, to minimise the impact of foreign exchange on our finances.

f. To identify potential financial reporting, tax, legal and other complexities arising from our work and, in conjunction with the UK and local advisors where appropriate, develop strategies to manage these.
g. To prepare relevant statutory financial statements and manage the annual external audit.
2. Staff management
a. To lead the finance and administration teams, creating a working environment that is both ambitious in what it seeks to achieve and supportive of its members in trying to develop their capabilities to realise those ambitions
b. To address performance of all members of the finance and administration team providing appropriate mentoring, coaching and formal training as well as taking appropriate action in respect of underperformance
c. To build capacity of finance and non-finance staff in the Tanzania Hub on issues relating to financial management 
3. Senior management team (SMT)
a. As a member of the SMT of FARM-Africa Tanzania, contribute to the delivery of FARM-Africa’s 2012 – 2015 strategy and business plan

b. To champion finance, IT, HR & other administrative matters within the Tanzanian SMT and communicate more broadly with appropriate stakeholders within FARM-Africa to ensure the finance and administration teams can deliver on their objectives
c. To challenge the Tanzanian Country Director and other members of the SMT as appropriate to ensure strong financial management within Tanzania and Uganda
4. International finance team
a. To play an active role as a member of the international finance team, including participating in strategic planning workshops, regular meetings and ad hoc project teams, and assisting with induction and training of new members of staff where necessary.
5. Office administration, IT & HR
a. To be responsible for  office and HR management systems to ensure the smooth running of the FARM-Africa Tanzania office including the IT environment and HR administration.
b. To act as Administrator for the Sun System, with shared IT super user responsibilities [NB: this role may be delegated to another member of the Finance Team if appropriate]. 
Person specification

Knowledge:

Bachelors level degree (D)

ACCA or CPA (K) qualification or equivalent (E)

Up to date technical knowledge of financial reporting and tax (E)

Experience:

Minimum 5 years relevant financial management experience (E)

Of project accounting and preparing donor reports (E)

Of managing and guiding professional staff (E) 

Of recommending improvements to financial systems and managing their implementation (E)

Of operating and managing the QuickBooks accounting package (D)

Of using the SUNv5 Accounting system & Q&A reporting system (E)
Of forming part of a senior management team (D)
Skills:

Excellent time management and delegation skills (E)

Ability to monitor and manage complex budgets (E)

Strong IT skills, including use of Microsoft Office products (E)

Good communication skills both verbal and written (E)

Negotiation, facilitation and leadership (E)

People management skills particularly team building and staff development (E) 

Attitudes:

Seeks continual improvement of our finance and administration functions (E)

 ‘Hands on’ where appropriate to improve processes, yet not afraid to operate as part of a leadership team (E)

Ambitious for what we can achieve (E)
Empathy and commitment to FARM-Africa’s work (E)

Supportive attitude towards working with people affected by HIV/AIDS (E)

FARM-Africa seeks to employ those who believe, as we do, that farmers can and will play a key role in achieving long-term rural prosperity in Africa and who seek to deliver on those beliefs by

· being experts in our field, delivering insightful/impactful evidence-based solutions 

· pushing boundaries, being creative with new and old solutions 

· acting for the long-term, building relationships and delivering long-lasting change for farmers

· working flexibly, taking advantage of the most effective solutions, whether from the communities, private sector or government

· sharing knowledge with others, reaching more farmers than we do alone, ensuring effective technologies are widely accessed
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