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JOB DESCRIPTION

Position:   

Finance Analyst  
Reports to:

Head of Finance
Department:
Finance and Operations
Location: 

London, UK
Salary:

£33,000 annual
Grade:

6
Contract:

Fixed term 2 years
Hours: 

Full time (37.5 hours per week)
BACKGROUND
Over the past 80 years, the International Rescue Committee (IRC) has developed unparalleled expertise in responding to emergencies and helping uprooted communities to rebuild. Founded in 1933 at the request of Albert Einstein, the IRC offers lifesaving care and life-changing assistance to refugees forced to flee from war or disaster.

The International Rescue Committee UK is part of the IRC global network, which has its headquarters in New York and London. The IRC is on the ground in more than 40 countries, providing emergency relief, relocating refugees and rebuilding lives in the wake of disaster. Through 22 regional offices in cities across the United States, the IRC also helps refugees resettle in the US and become self-sufficient.

The IRC is committed to a culture of bold leadership, innovation in all aspects of our work, creative partnerships and, most crucially, accountability to those we serve. The IRC is a tireless advocate for the most vulnerable. 

IRC-UK

Our European headquarters, IRC-UK, were established in London in 1997 to support the organisation’s global activities and particularly to diversify its donor base and be able to better advocate with European policy-makers on behalf of the people we serve. Since its establishment IRC-UK has grown rapidly and is now acknowledged for its high quality project management, technical expertise in governance and rights and economic recovery, and innovative thinking on early recovery and gender based violence. The IRC also has offices in Berlin, Brussels and Geneva.

IRC-UK comprises approximately 95 staff across five departments.
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The Purpose of the Role
To manage IRC-UK’s budgeting, re-forecasting and year end accounts preparation. This is a broad, hands-on analyst role: as well as analysing data, the post holder will be required to build and improve systems and develop templates for reporting purposes.
Key Working Relationships
Reports to the Head of Finance.
Key working relationship with IRC-UK budget holders.

Work collaboratively with individuals and teams internally in the organisation.
KEY ACCOUNTABILITIES

Budgeting and Financial Planning (20%)

· Manage the annual budgeting and twice annual reforecasting processes, taking responsibility for compiling data, version control and providing technical support to non-finance staff;

· Produce annual budgets in different formats as required by the users: senior management, budget holders, Audit & Governance Committee, and for upload to SUN;

· Ensure the SUN coding system meets the organizational reporting needs;

· Support budget holders with budgeting and forecasting and scenario planning.

· With the support of the Head of Finance and Director of Finance and Operations, discuss financial performance with budget holders, highlighting areas of concern and advising on the various options to resolve these.

Monthly and quarterly reporting (20%)

· Produce timely and accurate monthly and quarterly management accounts using Vision Q&A 
· Liaise with budget holders to ensure accurate reporting and agree on corrections or miscoding to be adjusted.

· Provide variance analysis and commentary and take responsibility for any relevant adjustments in the financial system;

· Work with the Awards Management Unit to develop and update grant pipeline reports.

· Prepare monthly fundraising private restricted and unrestricted income report with the finance Assistant and fundraising executive.

Year end accounts preparation and audit (20%)

· Responsible for the preparation of annual accounts:

· Follow the year end timetable set by the Head of Finance;

· Produce a detailed year end file with schedules and all supporting backup documents;

· Prepare spreadsheet model: roll forward balances and import full set of transactional data for grants and for operational income and expenditure;

· Carry out reconciliation of inter-company account and grant balances with IRC Inc Finance.

· Liaise with the external auditors ensuring all queries are dealt with promptly.

Systems and Process/ Control Improvements (20%)

· Develop a model that can be used within the organisation for yearend statutory reporting;

· Set up and maintain appropriate systems, finance policies and procedures;

· Set up and manage management information spreadsheets and reports for users of financial data and resolve queries that arise;

· Develop various templates for management accounts and data analysis.

· Set up Vision Executive templates for Yearend Analysis reports

· Set up Business rules in SUN systems with support from Head of Finance

· Update  RescueNet (Intranet) with Finance department content of current procedures
Reconciliations (10%)

· Balance sheet accounts reconciliations

· Bank Reconciliations

· Control accounts reconciliations

· Fundraising income reconciliations with SUN

· Intercompany reconciliations between New York, Belgium and UK offices

Other (10%)

· Provide cover for absent colleagues;

· Undertake any and all other reasonable and related tasks allocated by line management.

PERSON SPECIFICATION 

Essential

Skills, Knowledge and Qualifications:

· Qualified/part qualified accountant (CIMA/ACCA/ACA or equivalent).

· Knowledge of charity year end reporting and SORP 2015

· Ability to quickly adapt to new systems 

· Excellent Excel skills, comfortable using add-ins, basic macros, and intermediate functions such as pivot tables, vlookup, sumif, sumproduct, what-if analysis, etc.
Experience:

· A charity sector finance background

· Experience with annual budgeting processes, working with devolved budget holding responsibilities

· Experience with producing management accounts and financial reports for management information, preferably using SUN and Vision reporting tools

· Experience carrying out complex reconciliations and investigating and resolving any differences that arise

Desirable:

· Familiarity with SUN and Vision reporting tools

To Apply
Please send a CV (two pages maximum), cover page (two pages maximum), short writing sample (two pages maximum) and social media graphic to: applications@rescue-uk.org  
Please state clearly in your cover letter:
· Your reasons for applying

· How you meet the skills, knowledge and experience specified in the person specification part of the job description

· Where you saw the job advertised

· Current salary 

The closing date is: 10am on Monday 8th May 2017

Interviews will take place on: Tuesday 16th and Wednesday 17th May 2017
Candidates must have the right to work in the UK.
IRC-UK strives to be an equal opportunities employer. IRC-UK is committed to equality of opportunity and to non-discrimination for all job applicants and employees, and we seek to ensure we achieve diversity in our workforce regardless of gender, race, religious beliefs, nationality, ethnic/national origin, sexual orientation, age, marital status or disability. 
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