ILGA-Europe

Recruitment pack 

Grants and Finance Officer


JOB DESCRIPTION

GRANTS AND FINANCE OFFICER
The job advert contains synthesized information about the role, tasks and requirements. In this document you will find a more detailed outline of what the person in this position is expected to do. Please read it carefully.

PURPOSE OF JOB
To support the work of ILGA-Europe and the LGBTI movement through effectively providing financial and administrative services, and maintaining a well-functioning office space. To ensure compliance, sustainability and effectiveness of ILGA-Europe’s re-granting processes through managing and implementation of compliance work and capacity building.
REPORTS TO: Finance Director
Relationships with colleagues

The ILGA-Europe staff team is composed of 20-22 individuals working in different service areas, with 5 staff devoted to finance and administration. We value creative and inclusive approaches to work and management that have been achieved through cross-service area working and participation of staff at all levels in the organisation. All staff members have line managers, as well as specific key relationships which are detailed in their job descriptions. The post-holder will however also need to work collaboratively with other colleagues in order to achieve their agreed targets and outcomes to the required standards.

MAIN TASKS

Re-Granting (50% of time and effort)
1. To ensure smooth and effective financial management of ILGA-Europe’s re-granting mechanisms, as well as manage awarded grants: to apply procedures and regulations across different tasks and processes, to spot inaccuracies and trace problems, analyze the situation and propose solutions or formulate recommendations, to operationalise financial management rules and principles, to review, monitor and approve grantees’ financial reports and expenditures, and to ensure that project expenditures are in-line with ILGA-Europe’s re-granting rules, regulations and internal control processes.
2. To develop and oversee re-granting processes and timelines, in accordance with ILGA-Europe’s re-granting rules and regulations, and to ensure that grantees are compliant with agreed reporting schedules. 
3. To coordinate re-grant application processes together with relevant staff members, and to assess applications from a financial, administrative and budgeting perspective, in accordance with relevant ILGA-Europe’s re-granting rules and regulations. 
4. To advise grantees on ILGA-Europe grant-making guidelines, policies and relevant regulations, and carry out training for grantees on financial management in the context of ILGA-Europe’s re-granting projects.
5. In cooperation with colleagues, to develop training and educational materials in English (spoken and written) on financial management relevant for different types of grantees, enabling them to grow capacities in managing funding and grants. 

6. To ensure the proper compilation and filing of grants-related information, documentation and reporting required by ILGA-Europe’s internal and external regulations, and carry out periodical checks and reconciliations of financial information related to re-granting.
7. To contribute to periodic assessment of re-granting mechanisms from a financial management perspective with a view of ensuring the highest level of financial accountability.
8. To ensure smooth communication and effective flow of information within the ILGA-Europe staff team, and where relevant external reviewers, in relation to re-granting mechanisms.
Financial operations and book-keeping (30% of time and effort)
9. To assist with ensuring that ILGA-Europe complies with rules and regulations of our institutional funders and overall financial management principles: carrying out financial operations and controlling/reviewing financial documents, compiling information, expenditures and deliverables for project reporting, supporting the Finance and Admin Team with year-end reconciliations and auditing processes, ensuring appropriate filing of documents. 
10. To assist with administration and processing of expense reports and invoices, carry out purchases, and liaise with service providers and consultants where needed.
11. To assist with book-keeping and record-keeping, incl. recording sales, purchases and cash movements in accounting software (Winbooks), and performing book-keeping reconciliations and checks. 

12. When needed, to assist with development of funding proposals, budget monitoring and verifying the financial reports of ILGA-Europe to a range of funders: preparing budgets for grant applications (incl. in cooperation with various partners), managing and controlling expenditures, periodical reconciliations, expense verifications and report preparation. 
Office administration (20%)

The post-holder will be in charge of maintaining a well-functioning and efficient work space for the ILGA-Europe team (approx. 20 employees) thought tasks including but not limited to:

13. Ensure the efficient day-to-day running of the office systems, supplies, technology and equipment; on the premises of ILGA-Europe or externally, during events, when required.
14. Support ILGA-Europe’s overall administration and compliance through cooperating with Belgian authorities and ensuring all organisational records and up-to-date.
15. Liaise with service providers, technicians and building administrators to ensure a good maintenance level of the premises. 

16. Process incoming and outgoing correspondence and respond to phone calls and written enquiries, providing information or referring these to other staff, elsewhere within ILGA-Europe or externally as appropriate.

17. Provide an efficient and effective administrative service by implementing and monitoring systems and procedures.

18. Carry out other relevant office management duties, incl. process orders, carry out purchases, organise time and space for meetings.  
General
1. To support the Finance Director in the monitoring of the effectiveness, efficiency, quality and equality of the Finance and Admin Team’s work and to bring forward proposals for continuous improvement 
2. To prepare reports, discussion papers, briefs and other appropriate documents for meetings of the Executive Board, Annual Conference and other internal meetings
3. To be accountable for the achievement of the agreed inputs related to the post-holder’s portfolios as defined in the annual work programmes 
4. To be responsible for the day-to-day supervision of interns and consultants working in the Finance and Admin Team, when relevant
5. To actively participate as a member of the wider ILGA-Europe team with other employees, volunteers, and Board members, to promote and achieve ILGA-Europe’s objectives, and to develop a strong working knowledge of all ILGA-Europe programmes, advocacy and fundraising priorities
6. To attend relevant meetings, conferences, etc. and to prepare and give presentations related to the work of ILGA-Europe as required
7. To carry out all activities with full regard to ILGA-Europe’s policies on diversity and equal opportunities
8. To ensure compliance with such laws and regulations as may be applicable to the operations carried out
9. To undertake all duties in compliance with health and safety regulations and legislation
10. To undertake other duties that may be reasonably required from time to time. 

Person specification

GRANTS AND FINANCE OFFICER
Below you will find a list of competence related requirements. The desired previous experience includes working in a financial role in NGOs or similar entities but we understand that many of these competences can be acquired outside of formal education and employment settings. The selected candidate will receive onboarding and training, especially in relation to compliance, eligibility and internal rules and regulations.
To fulfill the abovementioned tasks and role, you need to be able to:

	Area of competencies
	Description of skills, knowledge, attitude and abilities

	Governance and values
	· Promote the values and mission of the organisation through your behaviour and actions

· Understand and adhere to the notion of accountability and ethical financial conduct

· Translate values and equalities into day-to-day operations and provision of services within the organisation



	Financial management and operations
	· Maintain a high level of accuracy in preparing and processing financial information, and ensure accuracy and completeness of invoices and expenses

· Accurately and efficiently process documents relating to goods, services, and payments. 
· Carry out repetitive, detail-oriented tasks related to administration, financial operations and maintenance of an office facility, in a systematic, proactive and effective way
· Compile information and documentation in an orderly and confidential manner, and supply timely information for management

· Carry out mathematical calculations (addition, subtraction, multiplication, division, percentages, fractions, decimals, proportions, ratios, means, weighted means, median, mode) in the context of different currencies and translations of currencies 

· Use Microsoft Excel and similar calculation software in the context of financial budgeting and execution, incl. comparing sets of data, formatting and conditional formatting, graphs and charts, extensions of formulae and blocking, mathematical functions (sum, sumif, sumifs, subtotal, multiply and similar), statistical functions (countif, countifs and similar), basic text and logical functions 

· Check your methods in ways that pick up faults and make sure your results make sense

	Compliance
	· Understand and use formal documents outlining rules and regulations, and apply these rules across different types of financial documents (contracts, invoices, forms and templates, etc.)

· Interpret information accurately: get relevant information from different sources, read and understand tables, charts, graphs and diagrams as well as dense, formal text, read and understand numbers used in different ways, including proportions and negative numbers, select appropriate methods to get the results you need, including grouping data when this is appropriate 
· Understand and use the differences and similarities in financial operation methods and financial management capacities, depending on context and circumstances, and adapt your ways of working and expectations towards third parties in these various settings

	Supporting others and facilitating change
	· Understand how organisations and individuals learn and how to support them in increasing financial management capacities 

· Produce documents, both internal and external, tailored to different needs and audiences, and use word processing software efficiently: meet typographical standards, use graphs, charts, tables, diagrams, axes and other visual methods to convey information

· Map problems, assess needs and capacities and develop educational/capacity building solutions

· Deliver skills and knowledge in the form of trainings, webinars, workshops, as well as one-to-one interactions 



	Managing self and personal skills
	· Independently notice errors and issues, take initiative, plan and work independently, manage your time, tasks and priorities, while being a strong and dependable team player

· Assess the importance and urgency and prioritise, to use planning tools and ensure all elements of tasks and processes are taken care of, to schedule your time in a way that allows responsiveness to arising issues, focus on implementing planned work, and the meeting of deadlines 



	Working with others
	· Plan and implement mid- to long-term projects and processes on your own and with others, including planning own tasks and tasks of others, communicating, processing and providing adequate information, monitoring, feedback

· Work as part of a diverse team, cooperate and communicate with both team members and third-parties (external providers, activists, auditors, funders, etc.,) in a way that mitigates, prevents and responds to conflicts in a productive manner: clearly define objectives for interactions, understand different viewpoints, perspectives and information needs, and adjust ways of communicating to different audiences and contexts, be sensitive to differences in ways of approaching issues (incl. cultural sensitivities), build trust and good cooperation by direct communication and meeting commitments
· Understand interpersonal dynamics (incl. the impact of asymmetrical power dynamics), see your own role and take responsibility, and restrain from action or reactions when faced with negativity or hostility


	Communication and language 
	· Communicate clearly and effectively in English (written and spoken) with colleagues, grantees, funders, providers; capacity to explain financial management issues simply, concisely and clearly for diverse audiences
· Communicate clearly and effectively in French (written and spoken); capacity to explain complex issues simply, concisely and clearly



	Other job-related personal circumstances or qualities
	· Relocate to Brussels and to travel in Europe 
· The regular workweek is Monday to Friday but on occasion travel and work during the weekends will be required



	Other useful additional competences – desirable, not obligatory 
	· Experience of working with accounting software and knowledge of basic book-keeping, especially using Winbooks (desirable)

· Experience of designing and facilitating trainings and workshops (desirable)

· Experience of working in an NGO or grant-making organisation (desirable)

· Knowledge and experience of working with the LGBTI movement or other vulnerable groups, and understanding of the impact of these exclusions on organisational capacity (desirable)
· Experience of working with databases (desirable) 




We encourage you to reflect on these while filling in the application form. ILGA-Europe offers professional development support for all staff members, both through the onboarding, training and/or coaching carried out by colleagues or line-manager, and through external training/education opportunities which can be financed by the organisation. Even the best candidate for a job rarely fulfills absolutely all the job requirements perfectly from the start. While we need to ensure that this role is filled by a competent and capable person who is able to deliver on the work that is ILGA-Europe’s mission, we are committed to creating time and space for learning, and to filling any competence gaps together. 
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