Job Specification: | Finance Coordinator Gl Gude | 1 2l o)l Cauo gl
Department: Finance Al POwi]
Grade: 8 8 EESRY
i : AL JWII pul 1 VN |
Line managed by: Country Finance Manager. ARk Jl i "“’ij
WS
Responsible for line Byl o Jgguune
managing:
Location: Hama/NWS bygww e Jlais/ole> 28901

MAG’s Vision is a world in which everyone can
live free from the enduring and devastating
consequences of armed violence, conflict and
their legacy. People will live in communities
where their rights are upheld, with dignity and
choice and free from fear from mines, explosive
remnants of war (ERW) and the impact of small
arms and light weapons and ammunition.

MAG’s Mission is to save lives, ease suffering
and enable sustainable development by
limiting the causes and addressing the
consequences of armed violence and conflict
so people can live with dignity and choice, free
from fear. We will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and reduce
the impact of small arms, light weapons and
ammunition on people and communities. How
we do this is as important as what we do — we
work primarily with and for communities, for
us ‘it’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.

e DETERMINED - we work with purpose.
e EXPERT through excellence and expertise we

build trust.
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e INTEGRITY - we strive to do the right thing.

e COMPASSION people come firstin
everything we do.
e [NCLUSIVE we are inclusive, and we value

diversity.
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Job Purpose:
The finance coordinator is responsible and accountable

for the day-to-day operations and financial
management/internal control of Syria program. S/he
will be handling and processing timely program and
operations cashbooks, ensuring that all necessary
supporting documents are compliant with MAG policies
and procedures, donor and audit requirements.
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Job Description

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this is not intended to be
a full and exhaustive list of tasks. All MAG staff are
expected to demonstrate flexibility and willingness to
perform appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific
Terms of Reference.

Financial Management

e Assist the Finance Manager with accounting,
budgeting and all other financial/accounting
activities as directed to ensure good internal
control environment.

e Review and process payment requests, ensuring
accuracy and adherence to policy

e Review monthly cashbooks of each Base and
ensure that correct codes are used.

e Support the Finance Manager to prepare
monthly financial reports or others as required.

e Follow up on outstanding cash advances and
report unliquidated advances.

e Review international and national staff time
sheets and ensure correct allocation of grants.

e Assist in the monitoring of budgets and project
spends.

e Assist Finance Manager in complying with MAG
HQ Finance policies, procedures and regulations.

e Make sure that each Base upload all scan
vouchers/supporting documents to SharePoint.

e Perform regular spot checks/ field visits to each
base.

b3l o)

b o 3 39 (0 il oSy Bl 48 didg o
Olerlgll pasli J] s Aabbell Cainy B B9l 4paids
Aol 4a315 955 Of g2 Y £dids 9l Gt yll Ol sanally
L930 MAG (b 9o guor 54123 OF adgiall (0. plealls dloling
Aol e dewliall plgall sl Blusiulg

B3done duazye by o duids ol GBlogVl jam JeSiud 43

Gbjlgall sliely cduslxall (§ Al o Bicluce o
(889 5,31 duwlmally Aol Aa iy 438y cdoyyaad]
Ao A1 ) diy Olasa) cilgzrgill

o0 3amdly ((wlegdudll) Brall Ollb dxdlasg daxlye o
Bueiasdl Olwledb Lgal ! (Suag @i

e/ b JS) &yeadl (dragdl) Baadl j15 dazlye @
Aol dleall 39S Y aluscil e USTIg

W5 8T Lyeadl AW plani slae] 3 AWl ppde pes
il s (5,3

Agadl )5 a9 o(Adlaall) AWl &uaill okl Ao o
s §ed @ (31

(Timesheets) Gl aidly ygsaml OMxas dazlyn o
ol pamasll Olady condglly (el (pals gl
(Jgeddl) il

2olinedl Gy nang ©Ujlgell 43150 3 diclusll

Oleh=zYly Ololudb oY § Al pie Buclue o
(MAG) dolain) (g8l 5201l dio I 4l 7315l

o> A gunnall graaill g BUclB/g,5 S ol ya ISTII
daclWl 434l 356gllg L pall lliuw e (Scanned)
.(SharePoint) 4 Js

[ \S)




e Partner financial monitoring and monthly
liguidations

e Partner’s invoices are reviewed submit to HQ for
payment.

Payroll

e Collect national and international staff monthly
time sheets and review that correct project
codes and allocations are used.

e Collect vehicle attendance sheets from rental
drivers, and prepare payment based on grant
allocation sheets at the end of the month.

e Assist in disbursement of salaries for national
staff in the base.

e Assist the Finance Manager in ensuring MAG
complies with all statutory payment
requirements and deductions

e Upload signed copies of monthly timesheets and
payslips to online sharepoint.

Any other financial/administrative tasks that are
required by MAG Syria

Audit, Compliance and Internal Control

e Ensure that all financial transactions in the base
follow the donor’s and MAG's requirements

e Ensure that payments to supplier fulfilled all pre
requisite e.g. procurement procedures,
watchdog etc.

e Facilitate and coordinate in country audits
requested by donors.

e Support in collecting information required by the
audits including scanning documents, uploading,
as requested.

General Responsibilities:

e Work within the framework of MAG’s core
values.

e Represent MAG with integrity and
professionalism.

e Participate in meetings where relevant as
directed by Management.

e Apply learning from appropriate training and
development programmes.

e Perform other duties as requested and assigned
by the Line Manager.

Safeguarding
e Work in compliance with/ uphold the

organization's Safeguarding framework - Policy
on Personal Conduct, Protection of Children and
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Vulnerable Adults Policy, Dignity at Work Policy,
Reporting Malpractice (Whistleblowing) Policy,
Equal Opportunities Policy and Policy on Modern
Slavery

e Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams

e Ensure that all staff understand the provisions
clearly and challenge any unacceptable
behaviour

e Ensure that any concerns, reports or complaints
are taken seriously and investigated promptly
and thoroughly
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Person Specification

Essential Experience

=  Fluent speaking/writing English and Arabic
languages.

=  Proficient in Windows operating systems, MS Office
packages, Internet and E-mail.

= 5 years of previous professional experience working
as finance coordinator or officer within NGOs

= Strong organizational skills and excellent attention
to detail.

= Ability to prioritise work, meet deadlines and work
calmly under pressure

= Excellent interpersonal skills with the ability to build
effective relationships and work with colleagues in a
cooperative way
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Qualifications

=  Minimum Diploma’s degree in
Accounting/Financial/Business Management or
relevant field.
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Signed employee:

Date:

Signed manager:

Date:




