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	                                                               Role Profile 


Role Description





	Title
	Finance and Administration Manager: Supporting School Sector Development Plan – Program Management, Coordination and Technical Support Team  

	Strategic Business Unit
	Education & Society
	Location
	Bhaktapur, Nepal 

	Reports to
	Project Manager  
	Contract
	Project based consultancy contract

	Duration 
	6 months 

	Renumeration
	Maximum NPR 1,800,000 per annum inclusive of all applicable taxes (commensurate to experience and salary history)

	PURPOSE OF JOB

This post will lead all financial and administration activities for the ADB TA-9215 NEP:  Supporting School Sector Development Plan – Program Management, Coordination and Technical Support Team service contract package, which is co-funded by the Asian Development Bank and European Union and implemented by the British Council. 

CONTEXT AND ENVIRONMENT

The British Council

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, education and civil society. 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.

The British Council is highly experienced in managing Education programmes throughout the world. It has extensive experience in managing large School Sector projects including financial management, procurement, contract management and monitoring and evaluation. It has supported various governments in institutional reforms and capacity development in Education sector, and quality improvement in education sector. 
Country Operation

The British Council has had a presence in Nepal since 1959. The British Council office in Nepal has been active in improving the teaching and learning of English, education sector projects and partnership programs, education promotion, UK examination and policy dialogue activities. British Council has also delivered range of Education and Skills programmes in South Asia.  
The Project 

British Council has been implementing the TA 9215: Supporting Policies and Implementation in the School Sector for program management, coordination and technical support to the government of Nepal to implement School Sector Development Plan (SSDP) since January 2019. The three TA outputs relating to this ToR are: (i) capacity development for policy implementation strengthened; (ii) program management and monitoring strengthened; and (iii) knowledge management strengthened. 
Asian Development Bank (ADB) has received a co-financing TA grant from the European Union (EU) to operationalize the TA framework and support the program secretariat, particularly by providing timely, quality and coordinated TA facility to ensure SSDP objectives are achieved. The co-financed TA grant has the following outputs. 

Output 1: Capacity development for policy implementation strengthened 

Output 2: Program management and monitoring strengthened 

Output 3: External monitoring, review and evaluation of SSDP strengthened 

Output 4: Knowledge management strengthened 
The achievement of the outputs will be supported through service contract packages. The first package (the subject of this role profile) is responsible to support major activities under output 1, 2 and 4. 

The implementation of the project started in January 2019. The project is due to conclude in 31 July 2022.
ACCOUNTABILITIES, RESPONSIBILITIES AND MAIN DUTIES

The Finance and Administration Manager is accountable for successful financial management of the service contract package for TA-9215 NEP:  Supporting School Sector Development Plan – Program Management, Coordination and Technical Support Team. 
S/he is responsible for overseeing and managing all administrative and financial aspects of the project including financial planning, reporting and analysis for the British Council. This includes, but is not limited to, planning and budgeting, forecasting, financial control, development of financial protocols, procurement, financial risk management, cash flow forecasts, audit management, tax liaison, managing office costs, and client invoicing in accordance with both ADB requirements and British Council corporate standards.

The specific duties comprise, but are not limited to, the following: 

· Set up Project Financial Management and Administration System according to ADB guidelines and British Council’s procedures.

· Ensure all activity is financially compliant (both corporate and according to the head contract with ADB), cost effective, delivers value for money and meets ADB and British Council requirements. 
· Ensure audit requirements are considered in day to day project delivery and audit trail is visible, transparent and maintained by all members of the team. 
· Manage the procurement of internal and external resources for specific activities and services, ensuring ADB and British Council procurement guidelines.
· Advise Team Leader and Project Manager to support in decision making on the most appropriate options considering ADB contractual requirements and financial probity. 
· Provide training, support and advice to the team on all finance related issues and tasks.

· Ensure due diligence checks on partner organisation’s financial management processes, procedures and control.

· Manage financial procedures and payments on contracts with partners, suppliers/vendors, consultants as agreed with Team Leader and Project Manager. 
· Responsible for petty cash, cash payments and office finances.

· Lead on financial planning, (re)forecasting, cash flow, reporting and analysis; and work with the Project Team to ensure accurate, timely and complete financial management of the project budget on SAP (enterprise resource planning tool British Council uses) meeting ADB and British Council standards and compliance. 
· Ensure all the financial supporting documents are stored. 
· Establish and maintain a contract budget monitoring tool to enable accurate monitoring and reconciliation against the contract budget, provide commercial forecasts and respond to ADB requests for information.

· Lead on monthly monitoring and reconciliation of the contract budget and work with the Project Manager to identify and report risks and issues. 

· Produce monthly financial reports, manage budget checks, correct errors in postings, accruals and journals on SAP to ensure accurate data is maintained against the financial year plan. 
· Prepare necessary budget variations and ensure necessary approvals from ADB are obtained.

· Liaison with ADB on financial management related issues. 
· Prepare monthly payroll and reconciliation for the project team and work closely with British Council Finance to sign-off the payroll by country director. Proactively ensure SAP master data is kept up to date and is fit for purpose.

· Support the Project Manager on management control checks and compliance to other requirements in accordance to ADB and British Council Project Management Standards.

· Participate in country risk meetings where required. 

· Prepare invoices to client, manage client payments and reconcile income received to the project budget on SAP and work closely with designated Finance Support based in the UK.

· Manage any financial modifications of the contract budget working with the country and regional team and the costing and pricing model. 
· Ensure necessary tax deductions are made and timely deposited at the concerned authority while making payments. 
· Liaise with the ADB, British Council local office and UK tax team on any tax related issues.

· Ensure that the project office is properly resourced in terms of equipment, furniture and supplies.  

· Provide support for project closure and financial reconciliations.  

· Manage information created and received in compliance with the British Council’s information management standards, policies, the UK data protection principles and local legislation.

Staff Management

Direct: Office Assistant 
Indirect: external suppliers/vendors, temp staff


KEY RELATIONSHIPS
· Project Senior Responsible Owner (SRO) 

· Project Manager

· Team Leader
· Deputy Team Leader
· British Council Nepal’s internal Finance team

· Regional and UK business and finance teams

· BC’s Business Supports and Services Team (BSS, Finance, HR)

· Client (Asian Development Bank) 
· Ministry of Education and relevant line agencies 
· Partners 

· Project consultants 
· External suppliers/vendors

OTHER IMPORTANT REQUIREMENTS OF THE JOB

We encourage work life balance. However, occasionally the role may require working at unsocial hours.
Location and Duration 

The Finance and Administration Manager will be based in Sanothimi, Bhaktapur for the duration of the project, with associated country travel. 
The post shall be full time fixed term for 6 months. The remuneration rates are inclusive of all the benefits 


	Passport/visa and/or nationality requirement.
	Nepali

	Security or legal checks required for this role.
	Comprehensive background check


Person Specification
	
	Essential 
	Desirable
	Assessment stage

	Behaviours 
	Behaviours assessed during interview stage of recruitment process
Working Together - More demanding
Being Accountable- More demanding 

Connecting With Others – More demanding 

	
	The position holder will be required to demonstrate all six behaviours, on the job. These will be assessed during year end performance evaluations.  

Behaviours to be assessed during the interview stage of recruitment are mentioned.

	
	Behaviours not assessed during recruitment process
Creating Shared Purpose- More demanding

Making it Happen- Essential
Shaping the Future- Essential


	
	

	Skills and Knowledge
	Knowledge about project financial management, Nepalese tax regime, donor rules and regulations, ADB financial management requirements, government requirements etc.
Managing People.

Managing Finance and Resources.

Managing Risks.


	
	Short listing and interview 

	Experience
	Over 5 years’ work experience leading financial management on donor funded projects (preferably ADB funded projects).
Management experience and ability to line manage team of professional colleagues.

Proven experience of contract and procurement management.


	Track record of leading finance functions in international/multinational organisation in similar context / project.

Proven experience of managing partners and sub-contractors in delivering programme objectives and activities.
Proven experience of stakeholder relationship management.
Prior experience of working on SAP system or equivalent.

	Short listing and interview

	Qualifications
	Professional qualification in finance and/or accounting or equivalent. 
	
	Short listing


	Submitted by
	Ashim Kharel

	Date
	24.12.2021 
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