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	Role Profile


	Job Description              Finance Manager, ELTDP , Malaysia            
Ref No:

	Job title
	Finance Manager

	Directorate / Region
	East Asia
	Department/Coubtry
	Malaysia

	Location of Post
	Kuching
	Job Grade / Pay band
	F

	Reports to
	Deputy Project Director
	Duration of Contract
	ASAP until 30 November 2015 (fixed term)


	Purpose of Job:

	To provide the English Language Teaching Development Project (ELTDP) management team and staff with timely and accurate financial services and advice in order to ensure an efficient, secure and appropriately controlled financial environment and to support the successful delivery of the project.


	Context and Environment:




	Due to the outstanding success of the English Language Teacher Development Project (ELTDP) in East Malaysia from 2010 to 2013, we fully expect the project to be extended until September 2015 (tbc).  
The ELTDP was initiated in 2010 at the request of the Ministry of Education, Malaysia who are the project funders.  In its first three years, the project enhanced primary ESL (English as a Second Language) teachers’ ability to plan and deliver quality English lessons based on the new National English Language Curriculum in 600 schools across East Malaysia.  It worked to improve implementation of the national curriculum, helping teachers to translate the curriculum into effective and appropriate classroom lessons and also helped to set up support structures to facilitate teachers’ continuing professional development. 

In its first three years, the ELTDP had a team of 120 mentors dispersed across Sabah, Labuan and Sarawak in East Malaysia, supported by a project management team comprising a Project Director, based in Kuala Lumpur, a Deputy Project Director based in Kuching and eight Project managers dispersed across E Malaysia.  Project managers were each responsible for the supervision and line management of a group of approximately 15 mentors working within a geographical zone within E Malaysia.  In addition, the mentors and management team were supported by an administrative team, including the Finance Manager, based in the Kuching office in Sarawak (except for one member who was based in KL).  
We expect the new project will be largely similar to the original one in terms of aims and objectives and management structure.
The incumbent will assist the Deputy Project Director to manage a budget of approximately 5.5m GBP per annum.  The incumbent will line manage 2-3 staff.




	Accountabilities, responsibilities and main duties:

	1.  
	Management of finance services, systems and procedures; planning, monitoring and reporting on budget, supervision of accounting routines via internal SAP system

	Standards
	· Ensure all finance policies, procedures and practices are compliant with BC corporate guidelines and standards as well as any external legislation as per project requirement

· Ensure monthly FCCF reporting is accurate and any projected overspend/underspend is flagged up well in advance
· Ensure budget monitoring is supported by appropriate and transparent documentation
· Prepare monthly 12-month cash flow forecast for ELTDP
· Park journals in SAP for ELTDP Petty Cash
· Ensure staff payroll for ELTDP is processed accurately on schedule with supporting documents and maintain strict confidentiality
· Ensure all deductions and payment of statutory contributions such as EPF are done accurately and in timely fashion
· Ensure EA forms are generated promptly from the outsourced payroll agent for each staff two months before the deadline for the submission of personal income tax on a yearly basis
· Ensure tax clearance forms (CP21) are generated promptly from the outsourced payroll agent
· Lead on all necessary financial steps to be taken when a member of staff joins or leaves the project
· Ensure all month-end, year-end and other miscellaneous tasks are completed within set deadlines

· Ensure a clean audit opinion/good rating for External audit
· Monitor to ensure that staff are compliant with all BC financial policies and corporate guidelines


	2. 
	To provide effective and relevant advice, guidance and support on SAP and any finance related matter to internal & external stakeholders to ensure the project is operating in a financially sound environment

	Standards
	· Provide appropriate guidance and information, and respond promptly, clearly and accurately to requests or queries on finance-related issues by ELTDP management team and mentors, country office, the regional office, HQ, Accounting Hub and other stakeholders
· Brief and keep staff updated on latest changes in accounting policies and procedures internally and externally

· Closely monitor the financial health of the project throughout the delivery stage


	3.
	To manage and develop staff, ensuring outputs are achieved and targets and standards met

	Standards
	· Motivate staff with professional support and guidance at all times

· Delegate appropriate tasks with guided instructions.

· Line manage up to 3 staff


	Key Relationships: 

	· Key external stakeholders: Ministry of Education and State Education officials. Inland Revenue and EPF officials

· Key internal stakeholders:  ELTDP management team, Mentors, country office finance team

	Other important Features or requirements of the job: 

	· Occasional weekend work and occasional unsocial hours.
· Occasional travel within Malaysia.

	Please specify any passport/visa and/or nationality requirement.
	Must be legally entitled to work in Sarawak.


	Please indicate if any security or legal checks are required 
for this role.
	N/A



Person Specification
	
	Essential 

	Desirable 

	Assessment Stage

	Behaviours

	BEING ACCOUNTABLE 
(Level: More Demanding) 
I show accountability and commitment to the British Council and I demonstrate resilience and determination. I hold myself and others responsible for delivering goals in line with the shared purpose of the British Council. I give and accept constructive feedback to maximise high performance and manage under-performance
	X
	
	Shortlisting and Interview

	MAKING IT HAPPEN ,
(Level: More Demanding) 
I deliver excellent results, achieve challenging goals and develop myself and others. I do this by setting clear and demanding objectives to deliver what is required. I stay focused on measurable outcomes, while building longer-term capability. I demonstrate standards of excellence and deliver value for money. I measure progress and adapt plans when necessary.
	X
	
	Shortylisting and Interview

	WORKING TOGETHER
(Level: More Demanding) 
Knowing that we will achieve more with other people than we can do separately, by sharing goals and resources to add more value.I work towards common goals with others. I do this by agreeing effective and respectful ways of sharing success. I generate mutual support, shared benefits and promote interdependence
	X
	
	Shortlisting and Interview

	CREATING SHARED PURPOSE
(Level: More Demanding) 
I gain the active support of other people so they are fully engaged and motivated to contribute effectively. I do this by communicating our purpose in a way that others can understand and that achieves shared clarity. I help them understand the part they play, so that our aims are clear to all.
	E

X
	
	For Performance Management purose only

	CONNECTING WITH OTHERS
(Level: More Demanding) 

I find common ground and build relationships and connections to support British Council goals. I do this by building trust with others, by paying attention to their concerns and needs, and showing that I understand their interests. I achieve understanding and trust in a culturally sensitive way – whatever my role.
	X
	
	For Performance Management purose only


	SHAPING THE FUTURE 
(Level: More Demanding) 

I achieve better business, innovation and growth by using my professionalism, knowledge and expertise to create a clear focus on what I want to achieve. I spot opportunities, plan appropriately and create innovative solutions that recognise ambiguity and deliver business benefit.


	X
	
	For Performance Management purose only


	Skills and Knowledge 

	Financial management including: forecasting, planning, monitoring and reporting; purchasing to payment process
	X
	
	Shortlisting and Interview

	Microsoft Office, especially, Excel, Word, Outlook
	X
	
	Shortlisting and Interview

	Detailed knowledge of structure of SAP encompassing basics of all componenents and experience of using SAP.
	
	X
	Shortlisting and Interview

	Experience

	3 years accounting experience in commercial sector

2 years external audit experience
	X
	
	Shortlisting and Interview

	Qualifications

	Bachelor Degree in Accounting/Finance

Professional qualifications in Accountancy
	X
	
	Shortlisting
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