JOB PROFILE

How to Apply for this Job

Tom Price/Tearfund

Background on Tearfund

Who we are: We are a Christian organisation partnering with the
local church wherever possible to see change in the lives of those
in greatest economic need. We believe poverty is caused by
broken relationships with God, others, the environment and
ourselves, and working to see those relationships restored is key to
how we work. We want to see change that is economic, material,
environmental and spiritual. See: Tearfund’s Theology of Mission

Our vision: To see people freed from poverty, living transformed
lives and reaching their God-given potential

Our mission: We follow Jesus where the need is greatest,
responding to crisis and partnering with local churches to bring
restoration to those living in poverty

Our values: We aspire to be courageous, truthful, compassionate,
servant-hearted and Christ-centred

Relevant scriptures include: 2 Cor. 5:8-11, James 3:18, Romans 8:18-25,
Philippians 4:7, John 10:10, Luke 4:16-21 and Micah 6:8

Tearfund’s Application Process

All applications need to be completed online using our online
registration form. As you progress through your application, please
ensure that you save each section.

If after reading through this Job Profile, you have any questions or
want to find out more about our recruitment process, please do

not hesitate to contact recruitment@tearfund.org.

In this Job Profile pack we’ve included a full Job Description as well
as a Person Specification. Please ensure that your application
clearly shows how your skills and experience meet the
requirements for this post.
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Job Profile

Job Title Compliance Officer West Africa

Group International Group

Team West Africa

Location Burkina Faso, Chad, Cote d'lvoire, Mali, Niger, Nigeria or Liberia
Responsible to Regional Director

Part 1 - Job description

1. Main purpose of the job

To ensure appropriate support for the region to meet the required standards in terms of compliance to
Tearfund policies and procedures. To include
e support for country teams in region with regard to processes (Global Process Systems) and grant
management and budgeting systems
e making sure that all electronic filing of partner information is correct and up to date
e making sure that partner records are completed correctly on the grant management system

2. Position in organisation

® Reports to the Regional Director
e Matrix management and support from Assurance Coordinator, Operations & Support

3. Tearfund’s Christian culture

We believe that prayer and discernment is fundamental to Tearfund achieving its mission of restoring
relationships, ending extreme poverty and transforming lives. As a Tearfund staff member you are expected
to:

e Engage with Tearfund Prays and the Prayer hub

® Lead or participate in spiritual sessions of prayer and biblical reflection within your group

e Be committed to Tearfund’s Mission, Values and Beliefs statement and to be actively working and

living in accordance with Tearfund’s Christian beliefs and theology of mission
e Maintain your own spiritual development, discover your gifts/callings and grow in discipleship

4. Organisational requirements

e All staff are expected to live out Tearfund’s values as they represent Tearfund externally

e All post-holders are expected to fulfil their personal objectives set by their line manager,
contribute to their team’s overall objectives, take responsibility for reviewing their ongoing
personal development and maintain an awareness of Tearfund's strategy.

e All Tearfund staff share responsibility to promote and maintain a strong safeguarding culture,
including identifying the key actions they should take given their role and responsibilities.
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5. Scope of job

Ensure that countries within the region complete compliance requirements

Help with training requirements for each country team within the region as required for processes
and systems

Maintenance of regional filing structure

Ensure data protection compliance with General Data Protection Regulations (GDPR)

Perform Anti terror checks and follow up due diligence procedures

Contribute to risk awareness and management

Support to country teams on grant making and monitoring and evaluation systems

5. Duties & Key Responsibilities

This role will work closely with both regional and country staff. They will also work closely with the
Assurance and Operations Global support team. The role will be part of monthly Compliance meetings
and has responsibility to share learning and challenges with other officers to come to joint solutions.

6. Compliance support for Region

Ensures all new partners properly registered and exiting / old partners archived as requested by
the Regional Director

Facilitates required approval processes for proposals by Regional Director in line with Global
Processes

Monitoring and following up of action logistics for partners - giving greater visibility to high risk
partners to the corporate risk register

Follow up on documentation required (eg safeguard policies)

Represent challenges faced by country and suggest improvements to Operations and Assurance
team

Review and follow-up on country office scorecards (challenging where needed).

Spot checks/ verification on scoring of country office scorecard

Submit info for Regional scorecard

7. Training requirements

Training and support for country office staff on compliance areas

Training and support for the region on corporate systems

Provide briefings to personnel on compliance

May be required to facilitate training on safeguarding and diversity and inclusion
Follow up to ensure all staff in region / country office complete training

Support for training

8. Regional Filing structure

Regional documentation

Spot checks in country

Supporting countries selected for CHS audit in filing and preparation

Ensuring maintenance and adherence to filing structure of all compliance documents across all
countries in the region

Ensures compliance of filing for all proposals, approvals and reports for the Region

100 Church Road, Teddington TW11 8QE United Kingdom
T +44 (0)20 3906 3906 E info@tearfund.org www.tearfund.org


mailto:info@tearfund.org

9. Counter Terror checks

10.

Complete Counter Terrorism checks using specialised software, for all partner organisations in
region

Anti Terrorism checks for new staff, partners, suppliers and sub grantees as required

Monitor standard/enhanced due diligence procedures

General Data Protection Regulation (GDPR)

Understand GDPR issues and implication for country and region
Spot checks on current information and whether data can be deleted
Facilitate archiving processes

Grant Making and monitoring systems

Monitors reporting schedule for the receipt of reports and proposals to ensure timely
communication with donors and Global requirements.

Training and support for Country staff to ensure understanding and correct usage of the grant
management and budgeting systems to keep partner records up to date and facilitate prompt
grant payments

Oversight and support for management of external funding process on the grant management
system

Ensures compliant maintenance of electronic filing systems for all partnership projects in the
cluster, in line with Global Processes.

Training on new budgeting and grant management systems for regional staff and country staff
Support to regional grant management

Action log tracking and follow-up

Responsible for inputting relevant data on the grant management and budgeting system and
ensure that relevant documents are logged on the regional google drive, following the defined
structure, following Global mandatory requirements.
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Part 2 — Person specification

Job title: Compliance Officer West Africa

ESSENTIAL

DESIRABLE

Qualifications e Degree or equivalent experience in Business
Skills and/or Business Administration

e Good communication skills
e Numerate

e Experience of spreadsheets and different
software business packages

® Able to work to deadlines and under
pressure.
e Able to work to clear processes

e Able to highlight learning and remedial
actions

e Able to organise own workload and use own
initiative.
e Systematic and ordered

e Able to train and build capacity of colleagues
and others outside of the organisation

Experience e Worked in compliance/assurance team e Safeguarding
e Computerised systems experience e Financial background
. e International development with
e Assurance of programmes and projects S
partner organisations
e Systems and process experience
e Giving training and support
e Implementation of policies and processes
e Experience of relief and development
Skills/Abilities e Fluent French and English e Experience in google

Personal Qualities e Committed Christian with a personal
relationship with God

e Committed to Tearfund's Mission, Values and
Beliefs

e Flexible and adaptable.
e Relational

e Able to work in a small team and support
others.

e Accurate and pays attention to detail
e Customer service orientated

OTHER COMMENTS:
e Regular travel across cluster countries is a requirement
e Allroles require a DBS/Police check
e Tearfund is a member of the SCHR Misconduct Disclosure Scheme
[ ]

criminal convictions as a counter-terror measure

Personal identification information will be submitted against a Watchlist database to check against
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