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 JOB DESCRIPTION

Position:   

Finance Assistant  
Reports to:

Head of Finance & IT
Department:
Finance
Location: 

London, UK 
Salary:

£25,000
Grade:

8
Contract:

Permanent 


Hours: 

Full time (37.5 hours) 
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 90 staff across five departments.
The Purpose of the Role
The purpose of the role is to assist the finance team in delivering its objectives and providing effective support to our programmes and country offices.      

Scope and Authority 
Authority:

This position will be expected to assist and work closely with the finance officer. The position will have no line management authority
Key Working Relationships
· Accountable to the Director of Finance and operations

· Close coordination with the Finance Officer and supervision by the Head of Finance & IT
· Working relationship with the Finance team and the Awards Management Unit (AMU)

KEY ACCOUNTABILITIES

Grants (40%)
· Ensure all new grants are updated on to the Grants database and all finance related fields updated as per income received. 

· Donor receipts: ensure all donor income are identified and allocated to the correct grant and country codes and inform AMU and country offices on a timely basis 
· Field transfers: prepare international fund transfers to field offices and New York in response to requests from field offices; ensure grant funding balance is checked using Grants database and Bank running balance spreadsheet

· Maintain files for Grant Transfers and international invoices with full supporting documentation attached
· Assist in providing supporting documents on UK and TU grants/transactions as required by country offices for Field Audits.

Payments (20%)
· Maintain field office bank account templates held in on-line Bank software; ensure dormant accounts are removed and amend templates when requested by field offices
· Ensure all digital bank statements are received from the bank and filed in the correct location on the server for all periods.

· Prepare Monthly payment to HMRC 

Transactions processing (20%)
· Assist in creating and uploading new account codes into SUN.
· Process international invoices and expenses ensuring correct coding and authorization

· Assist with processing of supplier invoices, staff expenses and credit notes in SUN
Reconciliation (10%)

· Reconcile transfers and field expenditure data and between UK and NY for all UK grants by 28th of each month.
· Raise all issues arising from the reconciliations with the Finance officer for quick resolutions with NY and country offices by end of each month so the corrections can be made promptly.
· Ensure each grant is reconciled and added to the main Grants Schedule
IT related tasks (10%)

· Assist the Head of Finance & IT in keeping the inventory of equipment and providing IT support to users.
PERSON SPECIFICATION 
Essential
Skills, Knowledge and Qualifications:

· Good knowledge of accounting demonstrated by an accounting qualification such as a degree or AAT 
Experience::

· Experience of working with accounting software; good IT skills including Excel 
Desirable:
· Knowledge of IT systems-troubleshooting 
· Experience of working with SUN or a similar software
To Apply

Please send a CV (two pages maximum) and cover page (two pages maximum) to: applications@rescue-uk.org  
Please state clearly in your cover letter:

· Your reasons for applying

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

· Where you saw the job advertised

· Current salary 

The closing date is: 10am Tuesday 31st January 2017

Interviews will be on 20th February 2017

In order to minimise administrative costs, IRC-UK will only contact short-listed candidates.  

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. 
















