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	Job Title:

Days per week:

Salary:

Holidays:

Location:


	International Finance Manager

21 hours per week (3/ 5th time).

£30,000 per annum plus 5% savings scheme (pro rata) 

28 days per annum plus UK public holidays (pro rata)

PBI International office in central London

This post was created in 2008, and the job description will be reviewed annually through the appraisal process



	Overall Purpose of the Job:

	To oversee PBI’s international finances and financial strategy development in line with PBI’s overall strategic plan 

To develop and maintain appropriate financial systems for the International Secretariat (ISec) and Projects. 

To provide strategic and administrative support to the International Finance Committee (IFC).

To assist the International Council (IC) to fulfil their legal financial responsibilities.



	Accountability:
	The post holder will be accountable to the International Coordinator




NB: This job description is not exhaustive and the post holder may be required to undertake other duties as required by the International Personnel Committee which are commensurate with the existing levels of responsibility and salary. Any changes will be in consultation with the post holder.
Key duties and responsibilities

To develop, oversee and implement financial strategies at the international level:

1 To assist in transforming financial strategic objectives into operational plans, and to adapt these plans to changing realities. 

2 To create and implement financial strategies to strengthen weak aspects of organisation-wide financial management.

    3 To identify financial problems, concerns or conflicts anywhere in 

      the organisation and advise the IFC about effective strategies for intervention.

1. Other tasks for which the International Finance Manager has main responsibility, with support from the Administrator

1.1 Book-keeping and Financial administration
* Oversee administration of all International Secretariat (ISec) bank accounts

* Oversee book-keeping and financial administration in International Office (IO)

* Oversee calculation of salaries and PAYE for IO staff

* Prepare and send quarterly statements to each country group re their allocations to
  ISec accounts

* Prepare and send quarterly statements to each project re project activity in ISec 
  accounts

1.2 Preparation of Financial Statements
* Prepare quarterly and annual financial statements of the ISec

* Prepare annual consolidated accounts of PBI (ISec and Projects)

* Liase with auditors over the global auditing of end of year project and ISec accounts

1.3 Budgets
* Collate information from all PBI bodies and assist the IFC in the preparation of the
  annual global budget.

* Prepare ISec budget (including staffing budget) in consultation with IO and ISec committees

* Monitor the global budget in light of PBI's financial policies and report any concerns   

   to IFC as they arise.

1.4 Reports - Statutory
* Complete and file the following: employer's Annual Return to Inland Revenue

form 990 to US Internal Revenue Service; and the Corporation tax return to UK Companies House.

1.5 Reports - Internal
* Report ISec income and expenditure against budget quarterly to IFC

* Collate quarterly financial reports from Projects and ISec and report to IFC

* Monitor cash flow of all bodies in line with financial policy and report to IFC quarterly

* Prepare annual financial report for whole organisation

* Prepare triennial financial report for General Assembly

1.6 Reports - Other
* Liase with IO and IFC over financial information for PBI’s Annual Report

1.7 Committee Support
* Provide administrative support to IFC, including minutes of meetings, letters to PBI bodies on IFC's behalf

* Provide financial advice and information to the IFC as required 

* Attend IFC conference calls and meetings 

1.8 Other Financial Responsibilities

* Provide finance support and advice to International Coordinator
* Respond to financial enquiries from PBI constituencies

* Develop and maintain appropriate financial systems for the ISec and Projects
* Oversee maintenance of financial filing system at the IO

2. Joint responsibilities with other members of staff

* Attend office meetings.

* Participate in annual IO appraisals

3 General duties

1 To abide by the mandate, principles, by-laws, guidelines and consensus decision-making processes of PBI.

2 Promote a cooperative, positive and constructive approach to collaborative problem solving involving different parts of PBI’s global structure. 

3 Participate in annual International Council meeting

4 Undertake field visits to PBI projects and country groups as and when required
5 Prepare and submit work plans and work reports to agreed schedules

6 Organise active communication with the Projects and Country Groups

7 Attend office and International Personnel Committee meetings as required. 

8 Keep up-to-date with developments within PBI

9   Ensure the integrity of office administrative systems.  
Person Specification

	Knowledge
	Formal training in accounting and financial management or commensurate experience

Understanding of international norms of accounting and auditing and their application
Understanding of and commitment to consensus process and teamwork

Background / interest in international politics, conflict and human rights issues

Understanding of and commitment to the aims and principles of PBI

Understanding of and commitment to equal opportunities



	Skills
	Capacity to analyse strategic aspects of the financial realities of a complex international organisation
Ability to use Word, Excel, Email, Internet and Skype, to learn new IT systems as required, and to explain those systems to others

Ability to work with a team using consensus / collaborative decision-making processes

Ability to make firm decisions and focus on key strategic priorities

Ability to manage time effectively 

Strong administrative and organisational skills

Strong verbal and written communication skills 

Ability to juggle multiple tasks and projects simultaneously

Cultural sensitivity, tact and diplomacy 

Ability to read, write and speak English proficiently

Desirable 

Ability to read, write and speak Spanish proficiently




	Experience


	Extensive financial management and accounting experience

Managing budgets of a significant size

Collective negotiation and problem-solving

Desirable
Experience of working in non-profit, human rights, humanitarian or peace-building organisations



	Flexibility
	Willingness to travel and work unsocial hours as required

Willingness to meet the changing needs of PBI in terms of its aims, objectives, processes, procedures and systems


	Residential status
	Be a citizen of the EU and/or have resident status in the UK
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