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Role Profile

Finance and Administration Manager
	Role information
	
	

	Location
	Reports to
	Contract

	Kathmandu
	Senior Project Manager
	Fixed term, Consultancy

	Role type
	
	Duration


	Business Delivery	Choose an item.	Fixed term 
(01 Feb 2026 – 15 Oct 2026)

	Role purpose

	To successfully lead on all aspects of financial and administration activities including financial planning, budgeting, reporting and analysis, forecasting, financial control, procurement, financial risk management, cash flow forecasts, audit management, tax liaison, and client invoicing in accordance with British Council corporate standards. The finance and administration manager will work closely with the Senior Project Manager, partners and colleagues to ensure that financial and contract are of a high standard throughout all stages of the project cycle.

	Role context

	The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust. 

We work with over 100 countries across the world in the fields of arts and culture, English language, and education. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.

British Council Nepal is a vibrant operation delivering a high impact portfolio of projects across Education and Skills, Exams and English and the Arts, present in Nepal since 1959. Further information is available on our website www.britishcouncil.org.np

The core objective of the project is to support the Government of Nepal in ensuring equitable access to quality education for all children, with a particular focus on those from socially and economically disadvantaged groups, children with linguistic diversity, and children with disabilities.

The project will support the implementation of the Equality and Inclusion agenda of the School Sector Education Plan (SESP) at the federal, provincial, and local levels, as well as fostering inclusivity in schools for children facing barriers based on their caste/ethnicity, those speaking different languages at home, and children with disabilities.


	Main accountabilities

	The Finance and Administration Manager will be responsible for ensuring that all financial accounting processes follow consistent, accurate, and robust practices in accordance with British Council policies and procedures. S/He will play a crucial role in maintaining financial compliance and transparency throughout the project's duration.

Financial Management

· Sets up Project Financial Management and Administration System according to the British Council’s procedures.
· Ensures all activities are financially compliant, cost-effective, deliver value for money, and meet the British Council requirements.
· Manages financial procedures and payments on contracts with partners, suppliers/vendors, and consultants
· Leads on financial planning, (re)forecasting, cash flow projection, reporting, and analysis
· Establishes and maintains a contract budget monitoring tool
· Leads monthly monitoring and reconciliation of the contract budget
· Manages the procurement of internal and external resources for specific activities and services, ensuring compliance with British Council procurement guidelines

Financial reporting

· Produces monthly financial reports and manages budget checks
· Prepares invoices to the client, manages payments, and reconciles income received to the project expenditures.
· Manages any financial modifications of the contract budget.
· Takes vigilance and proactive actions to prevent financial risks in transactions
· Monitors project activities and their financial performance and report any risks or deviations to the Senior Project Manager
· Prepares and submits financial reports to client based on the agreed format.

Financial Compliance and Audit

· Ensures audit requirements are considered in day-to-day project delivery and maintain an audit trail visible and transparent to all team members
· Liaises with the client, local relevant colleagues, and UK tax team on any tax-related issues
· Ensures necessary tax deductions are made and timely deposited at the concerned authority while making payments
· Maintains financial records as per corporate policy and internal audit.
· Supports the Sr. Project Manager on management control checks and compliance to other requirements
· Maintains quality of delivery and adheres to Safeguarding, Equal Opportunity, Environmental Framework Tool (EFT), and Equality, Diversity and Inclusion (EDI) policies


Payroll Management

· Prepares monthly payroll and reconciliation for the project team
· Ensures SAP master data is kept up to date and fit for purpose.

Project Management and Coordination

· Advises Senior Project Manager to support decision-making on appropriate financial options.
· Plans, coordinates, and manages meetings, workshops, seminars, and training programs.
· Supports project closure and financial reconciliations
· Manages information created and received in compliance with the British Council’s information management standards, policies, the UK data protection principles, and local legislation
· Liaises with the client on financial management-related issues
· Participates in country risk meetings where required

People management 

· Accountable for Human Resource Management of project staff in liaison with the HR team including recruitment of Programme Management Team (PMT) staff, and ensuring appropriate training and effective performance and personnel management of the PMT; including monthly timesheet management 
· Attend to employee grievance matters and liaise with HR and appropriate team 
· Line-manages the project assistant.
· Provides training, support, and advice to the team on all finance-related issues and tasks.
· Ensures high levels of professionalism are demonstrated in the delivery team and embedded into day-to-day practice 
· Actively supports equality and diversity and work to the British Council’s EDI policy at all times 






KEY RELATIONSHIPS

Internal 
Project Senior Responsible Owner (SRO) 
Senior Project Manager
Business Supports and Services Team (BSS, Finance, HR)
Country Director and other country teams (HR, Finance, Global Estates, Procurement) 
British Council teams in Nepal

External 
Funding donor/Client
National and international consultants 
Regional and UK business and finance teams
Ministry of Education and relevant line agencies 
Partners 
External suppliers/Vendors
These tasks are subject to review and amendment and will reflect any changes required as identified and agreed with the Senior Project Manager.


	Condition of employment 

	Proof of Identity requirements/right to work in country
Right to work in Nepal
	Shortlisting

	Language Requirements 
	Assessment stage

	
English at CEFR B1/C1 level
	Shortlisting 

	Additional job requirements 
	

	Role could require domestic and international travel and occasional out of hours, evening and weekend work. 
	

	Person specification

	Qualifications
	

	Minimum/essential
	Desirable
	Assessment stage

	University degree or professional qualification in finance and/or accounting or equivalent
	

	Shortlisting

	Role specific knowledge and experience
	

	Minimum/essential
	Desirable
	Assessment stage

	· Over 3 years’ work experience leading financial management on donor-funded projects

· Management experience and ability to line manage team of professional colleagues

· Proven experience of contract and procurement management

· Knowledge on Nepalese tax and audit requirements
	Track record of leading finance functions in international/multinational organisation in similar context / project.

Prior experience of working on SAP system or equivalent.
	Shortlisting AND/OR interview

	Role specific skills
	Assessment stage

	· In-depth knowledge about project financial management, Nepalese tax regime and donor rules and regulations
· Demonstrable commitment and respect on equality, diversity and inclusion 


Role could require some domestic travel as required by the project and some out of hours and evening work responding to or driven by project needs.

	Shortlisting AND /OR interview

	British Council core skills
	Assessment stage

	Planning and Organising (Level 2)
Plans ahead 
Organizes own work over weeks and months, or plans ahead for others, taking account of priorities and the impact on other people

Analysing Data and Problems (Level 2)
Uses data 
Reviews available data and identifies cause and effect, and then chooses the best solution from a range of known alternatives

Managing Risk (Level 2)
Supports a risk management culture 
Has track record of identifying and highlighting risks and suggesting mitigating actions

Managing Accounts and Partnerships (Level 2)
Works with stakeholders and partners 
Communicates regularly with diverse stakeholders, customers and/or partners to build mutual understanding and trust
Finance and resources – 3
Supports budget management
Monitors and controls an agreed budget within a defined area, producing reports and analyses and contributing to planning.

Managing projects - 2
Analyses project data 
Examines project data and performance, reporting on progress and recommending corrective action as needed.
	Shortlisting AND /OR interview

	British Council values and behaviours 
	Assessment stage

	British council values and behaviours are applicable across our organisation, in all roles and at all levels. They are important because they say what we stand for at the British Council and help us to deliver our strategy. We use them to guide our decision making, as well as guiding how we treat one another and the people we work with. These will be assessed in the selection process. Our values are:
Open and Committed
Our belief in what we do translates into a deep and long-term
commitment to the people we work with and the places where we
work. We tackle challenges and take responsibility with openness
and honesty to bring about positive change.
Expert and Inclusive
Inclusion is at the heart of everything we do. By involving everyone in the conversation we learn from each other and bring together all of our experience, knowledge and expertise to do the best work that we can.
Optimistic and Bold. 
We believe in the potential of young people to create a better world. Inspired by this optimism, we are positive and creative, and we focus on what works. We are not afraid to make bold choices to shape a better future for everyone.
	Shortlisting AND /OR interview

	Role Profile completed by 
	Date

	Name: Samrat Karki
	Dec 2025
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