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Finance Director
Job Description 
FINANCE DIRECTOR

PURPOSE OF JOB: To contribute to ILGA-Europe’s overall success by implementing, managing and controlling all financial-related activities of the strategic and operational financial planning, monitoring and reporting while ensuring compliance with all statutory and external requirements and regulations.

REPORTS TO: Executive Director
Key Relationships: Management Team, Treasurer, External Accountant and Auditor

Relationships with colleagues
ILGA-Europe values 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. Staff have line management arrangements and specific key relationships which are detailed in their job descriptions but will also need to work collaboratively with their colleagues in order to achieve their agreed targets and outcomes to the required standards.

MAIN DUTIES AND RESPONSIBILITIES

[bookmark: _Toc203920025]Financial management and planning
· To lead on developing mid-to-longer term financial plans and strategies to ensure the financial health and sustainability of ILGA-Europe
· To lead on developing and implementing financial policies, procedures and controls for sound financial management and administration of ILGA-Europe’s assets and ensure effective management of financial resources 
· To be responsible for accurate and timely expense monitoring and financial reporting to ILGA-Europe’s multiple funders, in full compliance of the specific rules and requirements of each funding source
· To ensure accurate and timely preparations of ILGA-Europe’s annual budget, financial statements and annual accounts, to be submitted to the appropriate statutory authorities including governments, private foundations, private individuals, external auditors and accountants
· To ensure effective and timely communication of financial information to the Management team and relevant staff, to ensure that work of the organisation is carried within approved budget allocations 
· To oversee, approve and maintain all financial accounting systems and to prepare cash flow statements and forecasts to ensure optimal operations 
· To ensure successful preparations for annual audits of ILGA-Europe’s multiple funding streams, and liaise with the Board's Finance Sub-Committee and the external auditors as necessary
· To ensure appropriate financial reporting, in conjunction with the Executive Director and the Board Treasurer, to enable effective oversight by the ILGA-Europe board and accountability to membership at Annual General Meetings

Financial compliance and risk management  
· To advise the Executive Director and to ensure that financial risks are reviewed regularly by the Board and the Management team and that systems have been established to mitigate these risks 
· Together with the Executive Director and the Board, to ensure that there are effective mechanisms for robust internal and external financial and non-financial risk management 
· To lead on ensuring that ILGA-Europe fulfils all its financial legal responsibilities and fulfils internal regulations when contracting and reporting on financial obligations, to report any issues to the Executive Director and Board, and make specific recommendations where necessary 
· To ensure effective oversight on ILGA-Europe’s contractual obligations in relation to re-granting of funding to third parties, including effective communications of financial rules and regulations to grantees
· To provide strategic recommendations to enhance financial performance 
· To ensure effective internal controls are implemented and in compliance with GAAP and other applicable regulatory legislation for financial and tax reporting 
· To develop and implement policies and procedures to ensure that personnel and financial information is secure and stored in compliance with current legislation

Team Management
· Lead and manage the Finance and Administration team and be accountable for the achievement of the agreed objectives of the annual work programmes, on time and within agreed budget
· To ensure effective oversight and management of all accounting/bookkeeping, payroll and human resources matters, re-granting, and events organising 
· To ensure financial oversight over the planning and organising of ILGA-Europe’s major events, including the annual conference and fundraising events
· To ensure oversight and coordination of engagement with relevant external providers, including independent auditors, accountants and relevant human resources service
· Prepare proposals for annual work programmes for the Finance and Administration Team to deliver on the objectives of the strategic plan 
· Manage and develop staff working in the Finance and Administration Team, including setting objectives and targets, providing supervision and guidance, and conducting regular appraisals of performance against objectives.
· Ensure that all staff managed have a personal development plan; that training needs are identified, and that relevant training received.
· Manage the Finance and Administration Team, taking into account all practical and cultural considerations and ensuring that everyone involved is clear about their contribution and role 
· Implement and maintain appropriate policies and procedures, consistent with the human resources strategy  
· Be responsible, in conjunction with the Executive Director, for the recruitment, appointment, retention, reward, fair treatment and discipline of the Finance and Administration Team staff under the organisation’s agreed policies and procedures
· Ensure that the staff managed understand the individual contributions required in achieving the annual work programme and how their performance will be appraised against agreed objectives 

Organisational development
· To contribute to enhancing organisational capacity on financial management and reporting, including by providing training to ILGA-Europe staff, board and members where appropriate and relevant
· To develop and implement effective communication systems that ensure timely flow of information within the organisation and that enhances cooperation and coordination between different staff on financial management and planning matters
· [bookmark: _GoBack]To work with the Senior Partnerships Manager on implementing ILGA-Europe’s fundraising strategy with non-institutional funders, including by identifying opportunities and areas for growth 

General
· Develop a strong working knowledge of all ILGA-Europe programmes and advocacy priorities 
· Work collaboratively as part of the ILGA-Europe staff team in ways that achieve agreed goals and objectives
· Actively participate as a member of the wider ILGA-Europe team with other employees, volunteers, the staff of ILGA World, and Board members, to  promote and achieve ILGA-Europe’s objectives 
· Ensure that all activities are carried out with full regard to ILGA-Europe's policies on diversity and equal opportunities
· Ensure compliance with such laws and regulations as may be applicable to the operations of the fundraising and outreach work 
· Prepare reports, discussion papers, briefs and other appropriate documents for meetings of the executive board, annual conference and other internal meetings
· Undertake all duties in compliance with health and safety regulations and legislation
· Undertake other duties that may be reasonably required from time to time
· The jobholder may be asked to deputise for the ILGA-Europe Executive Director in her/his absence, as a member of the management team







Person specification
ILGA-Europe Finance Director

	Criteria	
	Essential
	Desirable

	Qualifications/Training

	Degree & a recognized Certificate/Diploma  in Book-keeping  or 
a recognized Business Administration qualification with financial modules at degree level equivalent as minimum
or 
Recognised Financial Qualification (EU list) at degree level equivalent as minimum
Or demonstrated experience in lieu of
	Business Administration or Finance Degree or
Recognised Accountancy Qualification (EU list) or qualified by experience

	Competences
	Developing and implementing sustainable financial policies, systems and procedures
Preparation of budgets, funding submissions, reports and returns
Effective management of financial resources
Prepare ledger balances and control accounts
Supplying information for management control
Maintaining financial records and preparing accounts
Recording and evaluating costs and revenues
Recording income and receipts; making and recording payments
Managing the payroll function Working with Computers
Managing an office facility
Written and Presentational Skills
	

	IE Competencies
	Governance
Managing Self and Personal Skills
Providing Direction
Facilitating Change
Working with People
Managing Performance
Using Resources
Financial Management
Managing Member and Stakeholder satisfaction
Project Management
Equalities 
Provide professional advice
Leading Meetings and Events
	

	Special Aptitudes
	A high standard of spoken English 
Commitment to equal opportunities
	A working knowledge of French 

	Any other job related personal circumstances or qualities
	Ability to relocate to Brussels and travel in Europe 
Occasional unsociable working (weekends and evenings and working away from home) with reasonable notice
	

	Previous experience
	Financial management of international funded projects
Experience of managing EU funding
Experience of office administration
Experience of accounting to audit stage
	Experience of working in an NGO and/or working as part of an international team



Role Competencies* – ILGA-Europe Finance Director
*These competencies are expected from all managers/experts within the ILGA-Europe team. 
	
Area of Competencies
	Competencies

	Governance

	Promote the values and mission of the organisation
Ensure your area of responsibility operates in an effective, responsible and accountable manner
Define and select the appropriate governance framework and strategies for particular programmes
Act as a role model for good governance in the not-for-profit sector

	Managing Self and Personal Skills

	Manage your own resources and professional development effectively in order to meet the requirements of the job
Develop your personal networks
Agree achievable objectives for self and give a consistent and stable performance
Prioritise objectives and schedule work to make best use of time and resources
Insist on openness and communication, motivated by values about inclusiveness and getting on with the job
Demonstrate high standards of honesty, integrity and fairness
Take final responsibility for the actions of their team.
Resist pressures that encourage unethical behaviour.
Show respect for the views and actions of others

	Providing Direction

	Provide leadership in your area of responsibility
Demonstrate clear commitment and enthusiasm for organisational values, goals and policies, including those related to equality.
Map the environment in which your area of responsibility operates
Analyse information accurately for decision making within a complex environment 
Know who the key influencers are – both internally and externally to your area of responsibility – and how to go about involving them, as required
Understands political processes and how to operate within them
Develop and implement strategy and operational plans for your area of responsibility
Ensure compliance with legal, regulatory, ethical and social requirements
Promote equality of opportunity and diversity in your area of responsibility
Communicate relevant information and knowledge on a ‘need to know’ basis
Take personal responsibility for making things happen.

	Facilitating Change

	Plan, lead and implement change effectively in your area of responsibility
Articulate a vision that generates excitement, enthusiasm and commitment
Create a sense of common purpose
Encourage and support others to take decisions
Encourage innovation in your area of responsibility
Foster the development and application of knowledge in your area of responsibility
Manage risk effectively
Clearly agree what is expected of others and hold them to account.
Recognise when there are conflicts, acknowledge the feelings and views of all parties, and redirect people’s energy towards a common goal
Work towards a clearly defined vision of the future.

	Working with People

	Develop productive working relationships with colleagues and stakeholders
Provide learning opportunities for colleagues
	Make time available to support others
Show integrity, fairness and consistency in decision-making
Seek to understand people’s needs and motivations
Model behaviour that shows respect, helpfulness and co-operation
Use communication styles that are appropriate to different people and situations

	




	Managing Performance
	Allocate and monitor the progress and quality of work in your area of responsibility in order to affectively delegate and achieve agreed targets and objectives
Encourage, stimulate and support others to make the best use of their abilities
Identify the factors affecting the quality of performance in area of responsibility and takes appropriate action
Give constructive feedback on performance to staff in area of responsibility
Help team members address problems affecting their performance
Motivate colleagues to improve their performance in the future
Incorporate results of appraisals into personal development plans and other organisational procedures for dealing with performance issues and developing staff
Build effective teams
Manage conflict in your team

	Using Resources

	Pursue and develops viable funding opportunities 
Promote the use of technology within your area of responsibility
Foster the development and application of knowledge
Ensure your own action reduces risks to health and safety
Ensure health and safety requirements are met in your area of responsibility
Prioritise objectives and plan work to make best use of time and resources
Respond quickly to crises and problems with a proposed course of action
Comply with, and ensure others comply with, legal requirements, industry regulations, organisational policies and professional codes.
Take and implement difficult and/or necessary decisions, when necessary

	Financial Management

	Act within the limits of your authority
Vigilant for potential risks
Develop systems to gather and manage information and knowledge effectively, efficiently and ethically
Clearly agree what is expected of others and hold them to account.
Prepares realistic budget estimates for time and resources across the organisation and for particular areas and their means of procurement
Ensures systems and procedures are in place for managing money efficiently to achieve agreed work programmes 
Financial performance is continually monitored and evaluated and prompt corrective action taken to ensure best value for money
Manages budgets to support goals and objectives across the organisation
Reports of performance against budget are accurate, timely and presented to the people who need to see them.
Expenditure is continually monitored to ensure best value for money 

	Managing member and stakeholder satisfaction

	Recognise the achievements and the success of others
Demonstrate a clear understanding of different members and stakeholders their real and perceived needs
Empower staff to solve member and stakeholder problems within clear limits of authority.
Take personal responsibility for resolving problems referred to you 
Recognise recurring problems and promote changes to structures, systems and processes to resolve these.
Advocate members’  and stakeholders’ interests within your organisation
Continually improve service area performance and learning

	Programmes Management
	Address multiple demands without losing focus or energy.
Recognise changes in circumstances promptly and adjust plans and activities accordingly
Find practical ways to overcome barriers
Keep people informed of plans and developments
Present information clearly, concisely, accurately and in ways that promote understanding
Monitor the quality of work and progress against plans and take appropriate corrective action, where necessary.
Create a sense of common purpose
Identify a range of elements in a situation and how they relate to each other

	Project Management
	Recognise changes in circumstances promptly and adjust plans and activities accordingly.
Find practical ways to overcome barriers.
Present information clearly, concisely, accurately and in ways that promote understanding
Create a sense of common purpose.
Make best use of available resources and proactively seek new sources of support when necessary
Act within the limits of your own authority
Vigilant for potential risks and hazards
Take pride in delivering high quality work
Take personal responsibility for making things happen

	Equalities
	Translates equalities awareness into policy and service delivery in area of responsibility
Sets a good example of good equalities practice at all times.

	Partnership working

	Identifies key partners and strategic partnership opportunities locally, nationally and internationally.
Manages and contributes to multi-cultural projects and partnerships in a culture-sensitive manner
Establishes both formal and informal partnerships for project implementation and advocacy purposes
Sets up partnerships to maximise benefit

	Provide Professional Advice
	Provide advice to help others prepare programmes, projects and plans- provides advice either when requested or when it will improve the quality of strategic decisions
Give evidence- supports professional advice with facts
Distinguish opinion from advice- makes it clear when an opinion or personal preference is being offered rather than professional advice
Declare any conflicts of interest- declares the potential conflict openly where personal or team interests may affect the advice offered.

	Leading Meetings and Events
	Provide leadership to meetings and events by adequate preparation & clarity of purpose, good time management, ensuring that administrative matters are taken care of, inclusion and equality management, agenda planning, setting and keeping appropriate boundaries, active listening, controlling the discussion by ensuring that everyone has his/her say whilst acting to keep the discussions to the point, clarifying and summarising, cope with outbursts, upsets and high emotions, see to any follow-up action.




In addition the Finance Director will require the following areas of Professional Competence
	Area of Competence
	Skills/Knowledge

	Developing and implementing sustainable financial policies, systems and procedures
	Advise the Executive Director on organisational financial strategy and risk management
Develop and implement financial strategies and building sustainable relationships with donors 
Play a proactive role in improving the overall efficiency of the organisation towards achieving its mission and objectives

	Preparation of budgets, funding submissions, reports
	Prepare, oversee and control the organisation’s overall budget
Manage the production of the annual accounts and other financial information for submission to auditors and various audiences
Funder-tailored financial budgeting and reporting

	Effective management of financial resources

	Effective management of funds from resource allocation to reporting to funders
Develop and implement an effective financial monitoring and reporting systems to ensure compliance with funding requirements 
Compliance with legal and financial regulations 

	Prepare ledger balances and control accounts

	Balance bank transactions
Prepare ledger balances and control accounts

	Supplying information for management control

	Ensure that information is coded in order to extract information as required 
Provide comparisons on costs and income

	Maintaining financial records and preparing accounts

	Maintain records relating to capital acquisition and disposal
Collecting and collating information for the preparation of final accounts
Preparing the final accounts

	Recording and evaluating costs and revenues

	Record and analyse information relating to direct costs and revenues
Record and analyse information relating to the allocation, apportionment and absorption of overhead costs
Prepare and evaluate estimates of costs and revenues

	Recording income and receipts
	Ensures that documents relating to goods and services supplied and receipts are efficiently processed

	Making and recording payments
	Ensures that documents relating to goods and services received and payments are efficiently processed

	Payroll Management
	Manages the payroll function to apply effective management controls, efficiently implement pay procedures, speedily resolve queries and produce accurate and timely information to management and staff

	Working with Computers

	Commission and maintain computer systems and software in order to provide efficient and effective support to business processes within the organisation
Maintain the security of data 

	Managing an office facility

	Providing and maintaining appropriate office equipment 
Arranging for sufficient resources for the efficient running of the office
Monitor the use of office facilities to obtain best value for money and effectively support the business processes 

	Preparing reports and returns

	Prepare and present periodic performance reports
Prepare reports and returns for outside agencies

	Written 
and Presentational Skills


	Write articles and documents in plain English that communicate effectively with their targeted audience
Edit documents written in English to achieve clear and precise meaning in plain English and ,where appropriate, rewrite to reflect a ‘house style’
A good level of literacy in the English language (defined as intermediate standard by the British Council), www.learnenglish.org.uk as a minimum. 
Ability to proof-read documents written in English for syntax, meaning, grammar and spelling and make appropriate corrections to text
Ability to present material to a range of audiences using multi-media



N.B. Management Competencies based on UK National Occupational Standards for Leadership and Management ©
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