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	Role Profile




	Job Title
	Finance Assistant

	Directorate or Region
	MENA
	Department/Country
	Finance/Lebanon

	Location of post
	Beirut, Lebanon
	Pay Band
	H

	Reports to
	Finance Manager 
	Duration of job
	2 years contract

	Purpose of job:  To support British Council Finance operations in Lebanon
Context and environment: (e.g. dept description, region description, organogram) 
The Finance Team comprises of one Finance Manager & two Finance Assistants who hold overall finance related tasks and co-ordinate necessary action with the Hub team and finance colleagues within MENA region  
Accountabilities, responsibilities and main duties: 
(including people management and finance)
Assist in the delivery of finance and accounting services to the British Council operation in Lebanon
Local incomes standards are met:
· Collect cash/cheque/credit cards from staff on daily basis; check online and prepare bank slips for approval from line manager before bank trip.

· Preparation of money for banking and going on bank trips

· Reconcile income between bank slips and system and then post 

· Providing change and float at all times  

· Use Cash Journal for income where there is no customer record on SAP.

· Daily bank Credit Card reconciliations

· Check cash desk control account, investigate variances & assist in resolving system issues when needed

.Cash and cheque handling processes are met:
· Assist in preparing cheques, signatures and contacting vendors for cheque collection

· Check, verify and post staff and customer refunds.
Sales standards are met:

· Record sales income collected against customers, using the Cash Desk function

· Provide Assistant Registrar with copies of receipts and cheques received from corporate clients
Payroll, NSSF and Tax processes are met
· 7.5% and 2.25% WHT Tax: To verify invoices and check against orders and payment runs. Go through GL reconciliations on a monthly basis, and assist with the yearly Tax submissions
· Keeping the payroll system “MenaMe” records up to date and create profiles for new comers 
· Assist,in preparing the monthly salaries by making sure all transactions are posted on the payroll system

· Checking of monthly parked salaries and posting it

· Assist in preparing staff payments
· Assist in the preparation of end of year tax reports for government yearly declarations (R5 & R6)

· Assist in the preparation of Monthly NSSF reports

· Assist in the preparation of Quarterly income tax documents.

· Assist in the preparations of R4 forms and in the audit process.
Duties for Syria office

· Check received cash flow.

· Arranging for remittance to be collected 

· Preparing and Processing all cheques and transfer letters 

· Sending documents to Damascus office

· Keeping files and records

· Entering off-system payments, journals on SAP

· Following up with payments 

· Checking salaries, income tax, Social Security and bonus payments

· Response to any query from vendors and suppliers in Syria

· Keeping Syrian cheque log updated 

· Keeping accountable stationery & stamps

· Any other task required

General Accounting:

· Park Standard Journals

· Post Standard Journals

· Monitor and follow up on bank declarations.
Deal with customer enquiries
· Answer customers’ inquiries, ensuring customer satisfaction, within 4 working days.  
· Answer/follow up with Finance Manager enquiries (FCCF reports and general audit functions) and MenaMe enquiries
· Provide staff with employment letters and Official documents when needed

Key relationships: (include internal and external) 

· All units within operation
· Hub team 

· Vendors and customers 
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
· Occasional unsocial hours and travel 
· Cross training and job swapping with the other Finance Assistant role is required, this position is required to cover for the Finance Assistant role while is away. 



	Please specify any passport/visa and/or nationality requirement.
	Post holder must be eligible to work in Lebanon. When required, successful candidate needs to secure, at his/her own cost and liability, the appropriate work and residency permits and any other required document, as well as any renewals thereof, from the Lebanese competent authorities.

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


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together: (essential)

Establishing a genuinely common goal with others
Making it happen: (essential)

Delivering clear results for the British Council
Being accountable (more demanding)
Putting the needs of the team or British Council ahead of my own 

Shaping the future:(essential)

Looking for ways in which we can do things better
Creating shared purpose: (essential)

Communicating an engaging picture of how we can work together
Connecting with others: (essential)

Making regular opportunities to understand others better
	
	Interview 

	Skills and Knowledge
	Managing Finance and Resources  – Level 3
Supports budget management

Monitors and controls an agreed budget within a defined area, producing reports and analyses and contributing to planning.

Using Technology  – Level 2

Operates as an advanced user

· Works as an advanced practitioner in the use of office software and/or British Council standard and social media platforms and trains or coaches others in their use.
	
	Short listing 
and/ Interview 


	Experience
	Minimum of 2 years’ experience in finance and administrative work
	
	Short listing 
/Interview

	Qualifications
	First Degree 

	
	Short listing/ interview


	Submitted by
	
	Date
	


Guidance on Preparing a Role Profile

(a) Job Description

Complete the job description section of the role profile

Purpose of job – What is the overall aim of the job?  Why does it exist? (One or two sentences are usually enough for this).

Context and Environment – what does the department do? Which region does the job sit in? Are there any particular challenges or attractions of the region or area?  Is it part of a team, if so how big is the team and where does the job fit?  Who does it report to? 

Accountabilities, Responsibilities and Main Duties  

Accountabilities - results for which the post holder is held accountable not necessarily tasks they perform themselves.  More senior roles often have more accountabilities as they deliver results through others.

Responsibilities – what actions or tasks is the job holder responsible for? e.g. management or administration of finances, managing people, delivering or contributing to organisational targets, delivering own or others work to agreed standards

Main Duties – the main specific duties that job holder has to do in order to meet the responsibilities e.g. project planning, budget planning, event co-ordination, teacher recruitment.  This is not meant to be an exhaustive list of all the tasks in a job, just the main ones. If there are one or two duties which form the major part of the job e.g. reconciliation of payments for a finance role it is helpful to indicate what percentage of the job these activities take up.

Key Relationships 

What people or organisations (internal and / or external) does the job holder have to interact with or influence and to what level?  For example an Events Co-ordinator might have to maintain relationships with venue providers and participants externally and managers and PAs internally. 

Other important features or requirements of the job – are there significant or unusual demands which are essential to the job e.g. unsocial / evening hours, international travel etc? Please be as specific as possible on these and only include those which are essential. 

(b) Person Specification 
Complete the person specification section. As part of the role profile, it is used for recruitment purposes only.  It sets out the selection criteria used for short listing and interview i.e. nature and level of the skill, knowledge and behaviour which will be assessed.  These criteria are classed as either essential or desirable.  Essential criteria are always used in assessment.  Desirable ones are used to enable selection for interview where more than five candidates meet the essential criteria.  Candidates who have declared a disability and who meet the essential criteria are always interviewed.

To increase opportunity while minimising bureaucracy and the amount of work for applicants and recruiting managers, no more than eight criteria should be listed as essential under the headings of behaviours, skills & knowledge and experience.  We recommend that a maximum of four desirable criteria can be added.

Behaviours – List all 6 Behaviours (link attached) and identify those – we suggest no more than four - which you propose to use as part of the selection criteria and specify the required level i.e. essential, more demanding or most demanding.  In the interest of minimising bureaucracy, please remember that you assess Behaviours at interview only, thus streamlining the application and short listing stage. 
Skills and Knowledge – Select required skills and level from the list of Generic Skills (link attached).  Guidance is no more than two - for example project and contract management, financial planning and management. Specify any additional knowledge requirement (this may be not always be applicable) for example, knowledge of employment law.

Experience – What is the minimum experience (work or otherwise) which is required or desirable for the job for example, leading a dispersed team, implementing a new system or policy, working in the public / private sector.

Qualifications - Please list the minimum qualifications or equivalent required for this role. Sometimes the "equivalent" could be practical experience or a local qualification or other similar accreditation.  Qualifications should only be listed as essential if absolutely necessary for the job.

1 of 7                          Recruitment Team June 2011


_1341027853.doc
[image: image1.png]@@ BRITISH
@®® COUNCIL







