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	Role Profile




	Job Title
	Assistant Finance Manager

	Directorate or Region
	Wider Europe
	Department/Country
	Kyiv, Ukraine

	Location of post
	Kyiv
	Pay Band
	H 

	Reports to
	Finance Manager
	Duration of job
	One year fixed term employment contract with the possibility of extension

	Purpose of job:  
To run the day-to-day accounts of the British Council (BC) Ukraine and to contribute to the efficient functioning of British Council’s Financial management and accounting system.

To deliver effective financial services to all internal and external customers of the British Council Ukraine
Context and environment: 
The British Council is the United Kingdom’s international organisation for educational opportunities and cultural relations. It is represented in 110 countries. In Ukraine, it runs a range of programmes in English, the Arts, Education and Society. It runs a successful teaching centre operation with around 3,000 students a year in Kyiv and an examinations operation across Ukraine.    
Under a status change programme, the British Council will be organised into three distinct entities: the cultural section of the British Embassy, a Limited Liability Company and an Extra-Curricular institution. The Finance team will work as an integrated team serving all three entities, with common systems of reporting.   

Currently Finance Team perform the full range of financial and accounting duties for the whole British Council Ukraine located in Kyiv, Lviv, Donetsk and Odessa. British Council operates with the use of SAP system.

The successful applicant, though recruited to the cultural section of the British Embassy, will be expected to transfer to the Limited Liability Company once established

Led by Chief Accountant, the Finance team consist of Finance Manager, Assistant Finance Manager, Accountant/Administrative Assistant and Accountant/Cashier. 

Accountabilities, responsibilities and main duties: 


To run the following financial duties:

· To perform OSO7A role in SAP system, including invoice verification and investigation on blocked invoices, for BC Ukraine and occasionally for other countries in the region. To prepare and park the necessary correction journals and to process correction journals between countries. To post journals on request from other departments, including accruals journals. To perform clearance of accounts in line with corporate requirements.

· To coordinate monthly Finance Control and Compliance Framework (FCCF) meetings, to gather and analyse information for each FCCF point and to prepare draft of the return before each meeting. To provide HUB with comments and explanation in regards to FCCF returns and to take part in regular teleconferences with HUB on FCCF issues. To provide BC staff with suggestions and advice in order to improve FCCF statistics. To extract bank statements and to prepare bank reconciliations for Director’s signature.
· To prepare monthly Cash Flow Forecasts based on the requests from all BC departments. To send remittance requests to HQ.
· To prepare payroll and allowances for national and locally-paid international staff, including calculation of overtime and medical insurance deductions. To prepare monthly payroll reconciliation for Director’s approval. To monitor staff salary advances and staff loans. To issue income certificates to staff on request. To keep payroll file updated. To keep BC staff informed about the changes in the legislation.
· To perform End of Week tasks and cash control, including counting the cash at the end of the week and preparing statement. To collect the money from the bank when necessary.
· To contribute to on-going delivery of high quality service by Finance Team, including providing financial training as part of the induction process and coverage for team member’s absence.
· To continue professional development in BC and Ukrainian accounting system.
Key relationships: (include internal and external) 

Country Director, Senior Management Team

BC Operations teams and Business Support Services team in Kyiv
BC offices in Lviv, Donetsk and Odessa

Warsaw HUB, Noida HUB and Global Service Desk
UkrExImbank
State Department of International Representations (GDIP)
British Embassy (Finance Department)

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasional trips to the bank in order to withdraw cash.


	Please specify any passport/visa and/or nationality requirement.
	Right to work in Ukraine

	Please indicate if any security or legal checks are required 
for this role.
	Medical and criminal checks


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Being accountable
More demanding
· Making it happen
Essential
· Connecting with others
Essential
· Working Together
Essential

	· Creating Shared Purpose
Essential

· Shaping the Future

Essential
	Interview



	Skills and Knowledge
	Financial planning and management (level 1)
Communication skills (level 2)
Computer skills (level 2)
C1 level of English, fluent Ukrainian and Russian


	Knowledge of Ukrainian accounting system
Familiarisation with SAP system


	Short listing 
and Interview 

Language test

	Experience
	Previous experience in accountancy
	
	Short listing 
and Interview

	Qualifications
	University degree with a financial component 
	
	Short listing and/or interview
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