UNDP ER (Early Recovery) BIOGAS & MHP Project

Terms of Reference
	Position
	Finance Officer

	# of Positions
	1

	Location
	Islamabad 

	Qualification
	MBA - Finance / ACMA, M.Com, B.Com, BBA, CA Articleship

	Experience

Reporting
	At least 4 years relevant experience in case of Bachelors Degree and 2 years of experience in case of Masters degree
Programme Manager Operations ----- NPM / Project Manager

	Duties & Responsibilities

	1. The Finance Officer will perform financial duties to assist the Programme Manager -Operations in day-to-day management of the project and maintain up dated records of the project budget for expenditures and revisions in consultation with the Programme Manager Operations. 

2. Implement financial monitoring and progress controls set in place by UNDP and by WWF-Pakistan.

3. Arrange meetings, internal and external and perform liaison duties with other offices and WWF-Pakistan;

4. Assist with all administrative and logistical arrangements for meetings, workshops conferences;

5. Assist in preparation of periodical payments requests/travel claims with the supporting documentation;

6. Prepare project budgets and maintain financial disbursements and monitoring systems for monthly submission to UNDP/ WWF-Pakistan.

7. Assist in processing financial claims and facilitate approval through ensuring appropriate documentation and record keeping in accordance with WWF Pakistan Rules;

8. Act as focal person for project for annual and Project audits;

9. Coordinate with the financial and administrative staff at site Offices of the Project and of the CBOs.
10. Responsible for the production and submission of financial and other reports as per UNDP and WWF-Pakistan procedures.

11. Capable to operate accounting software SAGE-ACCPAC.

12. Checking the correctness of receipts & payments vouchers with special emphasis on internal financial controls.

13. Coordinate to maintain and ensure the record disbursements of monthly and quarterly forecasts and budgets for the site CBOs as per the agreement.

14. Pursue cases and applications with tax authorities’ withholding taxes in particular.

15. Coordinate and provide financial and administrative details time to time required by WWF management and auditors.

16. Hold frequent meetings with the regional and programme managers to discuss project finances that includes monthly budget and financial reports

17. Agree and formalize mechanism for the consolidation of financial data in the head Office.

18. Check & Report the correctness and completeness for all the financial data received from site/field offices.

19. Communicate with all the accounts staff at Site Offices with regard to weaknesses observed in the regular monthly financial data and suggest improvements.

20. Coordinate with the Finance and Administration department of WWF-Pakistan Head Office Lahore.

21. Carry out any other duty assigned by the Programme Manager, Operations and NPM or Project Manager.
Working Knowledge:

An adequate working knowledge of Pakistan’s system of government at all levels, especially the Financial Sector.

Skills and Abilities:

( Programme and personnel management skills and experience; 

( Problem-solving skills and results orientation; 

( Good English language reading, writing and speaking skills; 

( Demonstrated interpersonal communication, advocacy and leadership skills; 

( Sensitivity to gender and other current social issues in Pakistan. 
5.  Other Skills and Abilities:

( Advanced problem-solving skills and results orientation; 

( Sensitivity to gender and other current social issues in Pakistan; 



