ILGA-Europe

Recruitment pack 

(Senior) Grants and Finance Officer


JOB DESCRIPTION

(SENIOR) 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, in accordance with ILGA-Europe's policies and procedures. To ensure compliance, sustainability and effectiveness of ILGA-Europe’s re-granting processes through managing and implementation of compliance work and capacity building, and the achievement of the postholder’s other agreed objectives.
REPORTS TO: Finance Director
Relationships with colleagues

The ILGA-Europe staff team is composed of 23-25 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.
Seniority 

This job is advertised with the possibility of hiring on either Officer and Senior Officer level. The Senior Officer level requires a higher degree of independence and responsibility in performing ones’ duties, including existing understanding of European and US compliance frameworks, different types of budgeting and reporting, management of expenses and internal controls, as well as a degree of understanding what different financial management practices are applied by organisations of different sizes and capacities across the region. We understand that the Officer level position may not fulfil your career or salary expectations as much as the Senior Officer position would. In the application pack you may indicate whether you are interested in applying for both levels of the job or not, and your application and potential job interview performance will be assessed accordingly. 
MAIN TASKS

Re-Granting (70% 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, analyse 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 support the development and optimisation of internal control processes and re-granting management procedures.

5. To support the internal development of grantees in relation to ILGA-Europe grant-making regulations, policies and overall financial management, and carry out training where relevant.
6. In cooperation with colleagues, to develop training and educational materials in English and Russian (spoken and written) on financial management relevant for different types of grantees, enabling them to grow capacities in managing funding and grants. 

7. 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.
8. 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.
9. 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.
Compliance, financial operations and reporting (30% of time and effort)
10. 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. 

11. To track expenditures and burn rates of selected programmes, to coordinate internal information flows, to compile and verify annual, quarterly, and other reporting and supporting documentation, and respond to ad hoc reporting requests. 

12. To manage ILGA-Europe’s procurement processes and service contract tracking systems, to ensure compliance with applicable regulations.

13. To assist with administration and processing of expense reports and invoices, carry out purchases, and liaise with service providers and consultants where needed.
14. 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. 

15. When needed, to assist with development of funding proposals, budget monitoring: preparing budgets for grant applications (incl. in cooperation with various partners), developing budget narratives and budget substantiation.  

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 consultants working in the Finance and Admin Team, when relevant.

5. To be actively involved in the planning organisation and recording of ILGA-Europe’s Annual Conference, fundraisers, seminars and other events, when required
6. To actively participate in the work of the organisation 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
7. To attend relevant meetings, conferences, etc. and to prepare and give presentations related to the work of ILGA-Europe as required
8. To carry out all activities with full regard to ILGA-Europe’s policies on diversity and equal opportunities
9. To ensure compliance with such laws and regulations as may be applicable to the operations carried out
10. To undertake all duties in compliance with health and safety regulations and legislation.
11. To undertake other duties that may be reasonably required from time to time.

We encourage you to reflect on these tasks 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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