Jop Description

                                                                                                                        CBA Office   
Egyptian NGO Support Center 

Jop Description

Financial and Administration Director

& Deputy for project 
Jop Title: 

Financial and Administration Director &Deputy for project
Reporting Relationship: 


 Project Director 
Location of the Jop: 


Main office of the ENGO Support Center in Cairo 

Overall Responsibilities: 

Financial and Administration Director& DP is responsible for the day-to-day financial and administrative operations. He will design and implement the financial management and administrative systems required to ensure Ford Foundation’s financial and property management, information use, reporting requirements and compliance regulations. The FAD will oversee the Activity’s budget, including any buy-ins from the Mission’s other Strategic Objective Teams
Key Functions: 

Overall Management

· Assist project director for Overall Management

Overall financial and administration management
Budget management
· Prepare budget for Ford Foundation and making adjustment if needed

· Preparing yearly budget for project taking in consideration UN carry out activities.

· Ensure that all expenditure according budget 

· Replaying for any requirement about budget to Ford Foundation
Auditing 
· Preparing for Ford Foundation auditors and their visits and replaying to them finding if found.

· Preparing for yearly external audit from TOR till replaying to his finding if found.

 Reporting 
· Prepare financial data for quarterly technical reports if needed.
· Replying for any finding in financial reports.
Supervise for all financial and administrative technical assistance 

As re-granting scheme in project FAD ensure those agreements, amendments, financial reports, and other contractual or required documents according to EU policy

· Participate in Conducting Pre-Award Financial Reviews and devolving assessment toot with financial analyst and applied it 

· Review all intervention plans for NGO.
· Participate in Providing technical assistance and training to NGOs and participate to developing manual

· Review all budgets and sub - agreement to re -granting NGO  
· Review grantee requests for funds and expenditure reporting.

· Review all reports present from Senior financial analyst monthly and quarterly

Reviewing accounting works

The main work in this area to ensures that the expenditures are in accordance with Ford Foundation and Egyptian NGO support Center policy, regulations and oversee the Activity’s financial operations, ensuring the integrity and identity
· Review vouchers, checks and all support documents for all transaction.

· Review employee’s monthly payrolls, and deducts the proper amounts payable to the social insurance, tax authority and ensure that all tax and social paid in legal time.

· Review all entries and the journal and subsidiary ledger

· Review bank reconciliations.
· Review monthly/quarterly report (interim financial report – trial balance – payroll  – fixed asset in English and Arabic as demand Euro and Egyptian pound 

· Approved all Petty cash /temporary cash and gas cash payments. 

Participate in accounting-administration  works
Supervise Activity procurement in accordance with Ford Foundation regulations and policies.
· Participate in asset inventory and temporary inventory.

· Participate in petty cash inventory.

· Participate in purchasing committee 

· Participate in recruitment staff, appraisal and personal issue.

Qualifications:

· BA, MBA, or CPA prefer  with strong computer skills

· Prior experience with accounting and financial management software and complex spread sheet packages required

· Experience in audit administration of large projects including umbrella grants management

· Experience in financial management training preferred

· Oral and written Arabic skills, experience in Egypt or the Middle East desirable

· Excellent interpersonal and managerial skills and demonstrated ability to work in team situations.
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