 
Job Description  
 
A job description is a written statement that describes the employee’s role and responsibilities. The role and responsibilities shall be executed within the NRC framework. The job description facilitates the recruitment process by stating the necessary competencies. It is mandatory for all positions. 

Position:  	 	 Finance Manager 
Reports to:  	 	 Head of Support 
Supervision of:   	 Two Finance Coordinators
Duty station:  	      Maiduguri 
Travel:  	 	Approx. 30%  
Grade:  	      9 
Project number:   NGFX0000 
Duration and type of contract:    12 months 

 
All NRC employees are expected to work in accordance with the organisation’s core values: 
Dedication, Innovation, Inclusivity and Accountability. These attitudes and believes shall guide our actions and relationships. 
 
1. Role and responsibilities 
The purpose of the Finance Manager is to be responsible that the financial set up is according to NRC standard and to support programme/project implementation. 
 
Generic responsibilities 
These responsibilities shall be the same for all positions with the same title. The responsibilities shall be short and essential. Details belong in the Work and Development plan. 
1. Ensure that country set up adhere to Financial Handbook, NRC policies, donor and auditor requirements 
2. Implement NRC’s financial systems, routines and procedures  
3. Maintain overall budget control and monitor cash flows 
4. Management of financial team  
5. Training of line managers and staff with financial responsibilities  
6. Provide regular analysis and reports  
7. Implement anti-corruption policy 
8. Promote the rights of IDPs/returnees in line with the advocacy strategy 

 
Specific responsibilities  
These responsibilities shall be adapted to the particularities of the job location and context, phase of operation, strategic focus and type of intervention. This section shall be revised whenever a new employee is hired or the context changes significantly.  
1. Ensure that budgeting, accounting, year-end procedures and other financial processes take place in adherence to Financial Handbook, other NRC policies and donor and auditor requirements; 
2. Responsible for the development of the Master Support Budget and cost share allocations across donors; 
3. Maintain Country financial overview and ensure financial reporting is conducted across areas (BvA for support and project costs) and projects; 
4. Responsible for the quality of accounting ie financial inputs are done right, cash and advance management and balance reconciliations. 
5. Training, development and internal “audits” of financial teams in all offices 
6. Compliance and adherence to NRC policies, guidance and procedures, follow recommendations on Audit, Controller and Compliance reports 
7. Implement and be the focal point of new financial tools in the country office 
8. Provide an enabling environment for the implementation of cash-based interventions, through working across programme and support teams and the development of relevant guidance and Standard Operation Procedures
9. Contribute to the identification of opportunities to implement cash-based interventions and market based programmes by participating in assessments and response analysis discussions
10. Ensure that financial archives are in used and maintained according to the NRC regulations 
Critical interfaces 
By interfaces, NRC means processes and projects that are interlinked with other departments/units or persons. Relevant interfaces for this position are:  
· Head of Support
· Country Director 
· Area Manager 
· Regional Controller 
· Logistics Manager 
· HR Manager
· Head of Program and Grants Manager 
· Compliance Coordinator
 
 
Scale and scope of position 
	Staff: 
	Two Finance Coordinators, 

	Stakeholders: 
	Auditors, UN and INGO and local finance institution 

	Budgets: 
	All 

	Information: 
	Agresso 

	Legal or compliance: 
	Bank and local authorities 


 
2. Competencies  
Competencies are important in order for the employee and the organisation to deliver desired results. They are relevant for all staff and are divided into the following two categories: 
1. Professional competencies  
These are skills, knowledge and experience that are important for effective performance.  
 
Generic professional competencies:  
· Minimum 3 years of experience from working as a senior Financial Manager in a humanitarian/recovery context 
· Experience from working in complex and volatile contexts 
· Documented results related to the position’s responsibilities 
· Knowledge about own leadership skills/profile, act as a Team player 
· Solid knowledge of computer software and modern accounting systems 
· Fluency in English, both written and verbal  

Context/ Specific skills, knowledge and experience:  
· Knowledge of the context in northern Nigeria is desirable. 
 
 
2. Behavioural competencies 
These are personal qualities that influence how successful people are in their job. NRC’s Competency Framework states 12 behavioral competencies and the following are essential for this position: 
 
· Managing performance and development 
· Empowering and building trust 
· Managing resources to optimize results 
· Handling insecure environments 
· Coping with change 
 
3. Performance Management 
The employee will be accountable for the responsibilities and the competencies, in accordance with the NRC Performance Management Manual. The following documents will be used for performance reviews:  
· The Job Description  
· The Work and Development Plan  
· The Mid-term/End-of-trial Period Performance Review Template 
· The End-term Performance Review Template 
· The NRC Competency Framework 
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