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	Role Profile




	Job Title
	Accountant

	Directorate or Region
	South Asia
	Department/Country
	BC Examinations & English Services India Private Limited

	Location of post
	Gurgaon, India
	Pay Band
	H

	Reports to
	Senior Accountant 
	Duration of job
	Indefinite

	Purpose of job:  
The main priorities of the post are supporting the:
· Management of Accounting, Treasury and Audit function of the Organization
· Managing financial internal compliances as applicable to the Organization
· Management of audits 
· Reengineering and automation of finance processes 
· Reinforcing and improving financial process and controls therein

· Customer driven & team oriented

CONTEXT AND ENVIRONMENT 

The British Council Around the World

The British Council is the UK’s international organisation for cultural relations and educational opportunities. We create friendly knowledge and understanding between the people of the UK and other countries. We do this by making a positive contribution to the UK and the countries we work with – changing lives by creating opportunities, building connections and engendering trust.

We work with over 100 countries across the world in the fields of arts and culture, English language, education and civil society. Each year we reach over 20 million people face-to-face and more than 500 million people online, via broadcasts and publications. Founded in 1934, we are a UK charity governed by Royal Charter and a UK public body.
South Asia Region: The region is of high priority for the UK covering both high-growth economies (notably India, with a population of 1.2bn) and other countries important to the UK from a security perspective, principally Pakistan and Afghanistan. It comprises India, Pakistan, Bangladesh, Afghanistan, Sri Lanka, Iran (non-represented) and Nepal. Programme priority areas are English, where there is a need to develop a stronger product offer for teachers and learners; Higher Education (with large opportunities in market intelligence and knowledge transfer) and the Arts. The region’s exams business is one of the largest in the network. 

The British Council In India

The British Council has been operating in India since 1948.  Our vision is of a bilateral relationship strengthened by improved economic, social and cultural opportunities for the next generation of young people in India.

We work in arts, education and by sharing the English language and increasingly focus on transformative programmes online (with the aim of reaching of tens of millions of people online in 2017 and more in future years) and through partnerships in States across the country.

The British Council has been appointed the lead organization for a year of cultural exchange between Britain and India that has been launched in 2017.  The programme, which includes digital and live showcasing, collaboration, capacity building and research will be implemented through influential partners and provide lasting value and benefit for both India and the UK.

Accountabilities, responsibilities and main duties: 

The candidate will be responsible for, but not limited to the below mentioned initiatives :
Advisory, Policy and Functional Expertise:

· Manage planning, organising and prioritising workloads to meet departmental and business requirements.

· Monitors and supports a range of processes and systems in the department to ensure that they are effectively maintained and co-ordinated within the procedures, guidelines and expectations, recommending improvement where possible.

· Maintains systems, processes and documentation to ensure delivery and effectiveness of finance processes and procedures.

· Complete all financial tasks required for the financial month-end pre-closing steps and provide support as required for the financial month-end closing steps by following up with respective teams.

· Review and monitor the controls of ‘Financial Control & Compliance Framework’ (FCCF); prepare month-end checklist and quarterly FCCF report with complete evidence on follow-up & status of various controls (travel, sales order, debt review, creditor review, credit card management, etc.).

· Support in documentation and record of revenue contracts and in preparation of their reconciliations.   

· Review and monitor the accounting transactions and adjustments (accruals, deferrals and provisions), including Intercompany accounting. 

· Assist with reconciliation of all relevant accounts and ensure that this is completed to corporate standards.

· General accounting (revenue postings, including online income, journals, clearing of GL accounts, etc.).

· Responsible for handling all cash, banking and treasury receipts and payments, including foreign payments.

· Provide support as required with manual journals and off-system payments requests (including freelancers payments) ensuring accuracy and compliance with relevant policies. 

· Responsible for preparing documentation for capitalization of Fixed Assets and ensure these are approved as per corporate policy. 

· Assist Senior Accountant / Financial Controller with provision of information to internal / external auditors.

· Assist in the implementation of audit recommendations across the country. 

· Contribute to ensuring the policies, procedures and systems are delivered with integrity.

· Work closely and effectively as part of the country, regional and global finance teams.

· Actively support equality and diversity and work to the British Council’s EDI policy at all times.

Customers & stakeholders

· Responds to internal enquiries, working with stakeholders to establish the most appropriate solution available.

· Resolving queries received from all teams and from the Shared Service Centre.

· Creating awareness of compliance to financial processes in the finance team through regular communication. 

 Risk & compliance 

· Co-ordinate with resources team for physical verification of Fixed Assets.

· Support in completing Travel & Expenses audits as per policy addressing issues in a promptly manner.

· Responsible for cash and Bank reconciliations to ensure that this is completed to corporate standards.

· Ensure compliance with treasury policy in the country.

Analysis & reporting 

· Prepares standard information reports to relevant data to aid management decision-making in the department.

· Support Senior Accountant and Financial Controller in preparation of local Tax submissions and other statutory returns.

· Maintains systems, processes and documentation to ensure delivery and effectiveness of finance processes and procedures.

Team Management and Vendor Management

· Overall first review of the work performed by the team members

· Training the new starters in the team.

· Provide direction to the team and guide them on day to day basis

· Managing the contracts with consultants and outsourced vendors in terms of SLA and performance

· Review of timeliness/accuracy of the work performed by consultants and advisors

Key relationships: (include internal and external) 

· Exam and English Team & Other support teams of BCEESIPL
· Director – Examination BCEESIPL
· UK Finance, Tax & Treasury teams
· Regional control and compliance team
· Director Finance - India
· Compliance team at BCMS managing compliance for BCEESIPL
· Finance Delivery & GIS team at Shared Service Centre 

· Financial and Tax Auditors & Transfer Pricing Auditors

· Tax Consultants and other consultant managing tax and other compliances for BCEESIPL

· Bankers for BCEESIPL

Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)

· Working knowledge of Indian Accounting, Indian Tax laws and UK GAAP
· Proficient in SAP 
· Proficiency in MS Excel and MS Word

· Travel within India to regional offices of BCEESIPL

· Ability and willingness to stretch beyond office hours and working on weekly off days

· Good written and oral communication skills.

· Ability to work and coordinate with various operation teams working across different regions.

	Please specify any passport/visa and/or nationality requirement.
	Valid Work Permit to work in India

	Please indicate if any security or legal checks are required 
for this role.
	Yes – Background check required as per BCEESIPL policy


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	1) Working together (Essential)
2) Being accountable (More Demanding)
3) Making it Happen.(Essential)
	
	Short listing 

Shortlisting

Interview

Interview

	Skills and Knowledge
	1) Managing People – Level 2
2) Managing Finance & Resources – Level 2
Knowledge Required:

3) Working knowledge of Indian Accounting, Indian Tax laws 
4) Proficiency in MS Excel and MS Word
	1) Good knowledge of SAP


	
Short listing 
& Interview 

	Experience
	Graduate having experience of 1-2 years in a similar role 
	
	Short listing 
& Interview

	Qualifications
	Graduation (in commerce/ Finance) or equivalent professional qualification (e.g. CA Inter) with specialization in finance from a recognised University or Institution  
	
	Short listing




	Submitted by
	Senior Financial Controller
	Date
	August 2017
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