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Finance Manager- Re-advertised

Title: Finance Manager

Location: Addis Ababa

Reports to: HoSS

Grade-F1

Start of Contract & Duration: One Year
Posting date: August 3, 2020

INTRODUCTION

The Danish Refugee Council (DRC), an international non-governmental organization (NGO), has been
providing relief and development services in the Horn of Africa since 1997. DRC promotes and supports
solutions to the problems faced by refugees, internally displaced people (IDPs), and migrants. The
organization has offices across the region, and has been operational in Ethiopia since 2009. With
funding from bilateral and multilateral donors, DRC is currently implementing a range of activities across
Ethiopia and Djibouti, including WASH and shelter provision, child and youth protection, gender based
violence response, awareness-raising of migration risks, protection monitoring of migration routes, and
livelihoods support for returning migrants or those at-risk of migration.

OVERALL PURPOSE OF THE JOB

This role has a country focus and ensures compliance to DRC procedures and guidelines within the
country. The role contributes to the development of country strategies, which are translated into action
plans and day-to-day tasks. The role provides support and/or technical guidance to country operations
while overseeing country Finance activities.

Specifically, the Country Finance Manager is responsible for:

» All finance related tasks within geographical area of responsibility (Ethiopia & Djibouti)

» Manage finance staff and set priorities as per the strategic direction of the country operation

» Ensure compliance with the finance chapters of DRC’s Operations Handbook

DUTIES AND RESPONSIBILITIES

Responsibilities:

People Management:

e Lead and manage the finance team (including people planning, performance, well-being, and staff
development)

o Support the development and implementation of financial management capacity building of staff in
the Country Finance team and provide support to the Area based Finance teams
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ABOUT DRC

DRC (Danish Refugee Council),
founded in Denmark in 1956, is
Denmark’s largest and the
world’s leading non-profit,
independent, rights-based
refugee organization.

Our vision is to assist refugees,
internally displaced people and
their host communities to a
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Work to build the capacity of finance staff members throughout the program through frequent in-
service training sessions and mentoring support.

Financial Management and Planning

The Finance Manager will oversee the finance department for the entire operation, providing training
and oversight to country office finance staff as well as advising and ensuring adequate support to
area office finance staff.

In close cooperation with Managers in geographical area reinforce existing procedures and systems
for financial management and control in compliance with guidelines of DRC’s Operations Handbook,
internal guidelines, and donor requirements

Support timely delivery of quality financial reports to donors and internal reports to colleagues and
HQ

Ensure compliance with relevant country statutory and other financial obligations such as tax, levies
and statutory returns

Monthly financial briefings to Head of Support Services, including active participation in monthly
Budget Follow Up reviews

Ensure thorough and effective budgetary control in the country programs

Liaise with relevant Managers on key financial issues for all programs in the country, including co-
funding, financial reporting, key variances, and recommend and support any remedial action
required, reporting major issues to the Head of Support Services for action

Collecting cash forecasts from all Programme Managers and requesting funds in a timely manner
Maintain a continuous overview of funding levels and pay particular attention to shared support
costs, including staff salaries

Ensure all required documentation for financial audits in cooperation with Coordination staff and HQ
In preparation for local audits, the Finance Manager will support the Country Director and the Senior
Management Team of DRC in liaising government officials, and external auditors, related to issues
of audit and compliance.

Contribute to the development of proposals with regards to budgeting in cooperation with Managers
Ensure a Master Budget is in place and lead a monthly gap analysis meeting with Senior
Management Team

Supervision, audits and controlling and implementation of corrective actions related to the DRC
standards for operations. This includes, among other things, supervision of all financial reporting and
financial procedures, including the monthly schedule for financial reporting, donor reporting and
audits, cash flow and liquidity management, legal framework and reporting relations to National
authorities.

Develop a risk management plan for the country that identifies the major financial and operational
risks and implement a mitigation strategy. This will be done through regular review of the country
Risk Register and Issues Log and submission of quarterly inputs from the Finance department.

Systems Improvement and Compliance

Ensure DRC Dynamics is used to its full capacity as per the guidelines set by DRC’s Headquarters
and Regional Office.

Ensure proper application of ERP finance processes across the country, providing remote and in-
person field support and guidance.

Responsible for ensuring all new Finance staff across DRC Ethiopia and Djibouti receive an in-depth
induction to Microsoft Dynamics as applicable to their role

Apply reports and data analytics from ERP system to improve performance in the country

Ensure that Country ERP support is in place (i.e. super users)

Improve and implement comprehensive internal office controls in line with DRC’s Operations
Handbook

Develop process for approving and monitoring spending to different DRC’s projects through Area
Managers

Coordinate financial management and systems training for non-finance staff

Travel to field location(s) as necessary and provide oversight of field office financial systems and
processes if needed

Support the finance team on key compliance issues, such as DRC’s Operations Handbook, ChSA
(Charities and Societies Agency) audit

Review key processes and work closely with the Head of Support Services (HoSS) to suggest
improvements for scale and efficiency, while managing risk

Reporting and Analysis

Lead monthly review of project expenses comparing actual to budget and analyzing variances
Participate in ongoing analysis, forecasting and review of project expenses, accruals, and
projections

Prepare and submit ad hoc reports on portfolio financial status for senior management, including
annual Prognosis reports, in coordination with Head of Programme for pipeline projects affecting
Master Budget gap analysis

Review and approve the financial close-out of program activities as required by grant rules, and
verify documentation and information is complete

Accounting

Review all financial data entries that go into the Dynamics ERP system

dignified life. We protect lives
and human rights and empower
beneficiaries throughout conflict
displacement by providing
shelter, food, and hope in terms
of work, education and
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o Ensure all payment requests and wire transfer requests for payments to vendors are completed in
compliance with contract requirements and paid on time, adjusting work processes in the country
office Finance department as required

o Ensure on time management, review, and processing of payroll, invoices, and in-field fee payments
in accordance with DRC’s accounting procedures and donor policies

e Ensure bank statements, bank reconciliations, and submitted expense reports are reasonable,
allocable, and auditable are posted on Dynamics

¢ Review monthly reconciliation of Bank accounts and prepare monthly close out as per the guidelines
provided by HQ

e Prepare for and participate in all financial reviews/audits required

o Ensure that all month & year end accounts reconciliation and closure are done on a timely basis

Al

DRC roles require the post-holder to master DRC’s core competencies:

Striving for excellence: You focus on reaching results while ensuring an efficient process.
Collaborating: You involve relevant parties and encourage feedback.

Taking the lead: You take ownership and initiative while aiming for innovation.
Communicating: You listen and speak effectively and honestly.

Demonstrating integrity: You act in line with our vision and values.

Required qualifications:

e Master’s degree in Finance, Accounting or related field

o Professional certification in Accounting

o Demonstrate strong financial management skills and an in-depth knowledge of international
humanitarian organizations

o Working experience with relevant donor (such as UNHCR, ECHO, OCHA, DANIDA) financial rules
and regulations including financial reporting requirements

» Have a track record of achieving high targets in a highly demanding and challenging context with
multiple conflicting priorities

e Have experience in budgeting and financial analysis for large international NGOs

o Be proficient in using diverse accounting software such as QuickBooks, Navision, and Microsoft
Dynamics, etc.

¢ Previous experience with Microsoft Dynamics is not required, but strongly preferred

« Demonstrate expert proficiency in Excel

e Have a collaborative approach to work and have been able to achieve results through influencing
others

¢ Have excellent written and oral communication skills in English.

Master’s degree in Finance, Business Administration, Accounting or related field and at least one

accountancy certification

Have at least six (6) years’ experience in financial management of complex, humanitarian programs

At least 3 years’ experience with people management

Be able to multitask and deliver results while working independently

Be self-driven and solutions oriented, with a record of solutions created through personal initiative

Have highly sensitive to cultural differences and have proven ability to work in a wide variety of

cultural contexts

« Competence in providing technical guidance and training

TO APPLY

Interested candidates who meet the required qualifications and experience are invited to submit updated
CV and cover letter explaining their motivation and why they are suited for the post.

We only accept applications sent via our online-application form on www.drc.ngo under Vacancies.

Please note that vacancies will be reviewed in a rolling basis and we receive applications up to
September 6, 2020.

For general information about the Danish Refugee Council, please consult www.drc.ngo.

Gender Equality: DRC is committed to achieving gender parity in staffing at all levels. In light of this,
women candidates are particularly encouraged to apply to bridge the gender gap.

Equal Opportunities: DRC is an equal opportunity employer. We value diversity and we are committed to
creating an inclusive environment based on mutual respect for all employees. We do not discriminate on
the basis of age, sex, disability status, religion, ethnic origin, colour, race, marital status or other
protected characteristics

We encourage only qualified Ethiopian Nationals to apply. DRC considers all applicants based on merit.

DRC as an employer

By working in DRC, you will be joining a global workforce of around 8000 employees in 40 countries.
We pride ourselves on our:

e Professionalism, impact & expertise

e Humanitarian approach & the work we do

e Purpose, meaningfulness & own contribution

e Culture, values & strong leadership
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e Fair compensation & continuous development
Read more here about what our employees say about working in DRC.

DRC'’s capacity to ensure the protection of and assistance to refugees, IDP’s and other persons of
concern depends on the ability of our staff to uphold and promote the highest standards of ethical and
professional conduct in relation DRC’s values and Code of Conduct, including safeguarding against
sexual exploitation, abuse and harassment. DRC conducts thorough and comprehensive background
checks as part of the recruitment process. Visit drc.ngo to read more about what we do to secure robust
safeguarding mechanisms.

If you have questions or are facing problems with the online application process, please visit
drc.ngo/jobsupport.
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