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	Job description/person specification



	

	Job title
	Finance Senior Officer / Accountant 
	Department/office
	Global Shared Services based in Beijing, China     

	Job holder
	Vacant
	Job code
	

	Job type
	Full time
	Pay band
	6

	Line manager
	Head  - GSS Asia Pacific hub
	Post-related allowances
	


The job description/person specification should be reviewed on a regular basis.  Guidance on completing job descriptions using competencies can be found on the Competency Dictionary section of the HR homepage at http://bcnet.britishcouncil.org:8000/hr/dictionary/index.htm.  If you propose to make significant changes to it, you should seek advice from your HR Services team.  If it is for a new post or you propose a change in the grading of the post, you must refer it to your HR Services team (UK) or your HR geographical consultant (overseas staff).  If you have line management responsibility, you must include an explicit duty relating to this.

All information must be in line with the British Council’s equal opportunity policy.

	Job aim
	To perform transaction and approval roles in FABS and provide timely, accurate and reliable accounting services to the region(s) served by the Global Shared Services (Asia Pacific hub).

	Number of staff managed
	5
	As line manager
	5
	As countersignatory
	0

	Finances managed
	No direct budget management

	State what percentage of the job is represented by each duty.

	Duty and standards – measurable in terms of time, cost, quality or quantity.

	1 Duty  (30%)
	Supervise teams and ensure delivery of timely, accurate and reliable services to the country offices and regions serviced by the hub as defined by the Service Level Agreements. 

Monitors performance with measurable indicators and publish performance trends monthly & quarterly.
Identify root causes for performance level ‘misses’ and take remedial actions to improve.

Resolve day-to-day transaction problems in Financial and Business System (FABS) with the FABS team, UK Corporate Finance and other service providers.

Coordinate localise issues in accounting, finance & banking processes with respective local offices

Ensure reliable financial management information is reported in a timely manner to support office and regional Decision Support functional requirements.

	Standards
	Leadership knowledge of FABS Financial system for Accounts Payable and Cash Operations to thorougly understand the details of transaction processing, the importance of each group of transactions, and the implications on reliable and accurate financial reporting.

All transactions are processed promptly, accurately and appropriately in line with corporate and regional standards and requirements.

Respond to management, customers' and suppliers' queries in a timely manner and propose solution and implement as necessary.

Identify, communicate and resolve issues affecting accuracy of management reporting in a timely manner.

Flexibile to deploy available resources to handle tasks based on priority from time to time.

Comply with corporate and regional reporting deadlines.

	2 Duty  (15%)
	Review, investigate and follow-up with operation teams in different countries to resolve delays in transaction processing based on exception reports from FABS, eg long outstanding down payments, GRIR report (ie PO without GRN, GRN without invoice), aged debtors report, aged open PO etc.   

Prompt follow-up and escalate issues with country officers and regional officers to resolve inconsistencies to financial policy or procedures.

	Standards
	Conduct monthly review of exception reports rigorously and exercise close & prompt follow-up action.

No undue delays on problem resolution. 

	3 Duty  (15 %)
	Participate in risk assessment and prepare reports to engage senior management.
Monitor and track issues encountered by country or offices.
Identify trends of degrading performance and identify issues with stakeholders.       

	Standards
	Identify risk issues to hub senior manager to be escalated to senior management for the periodic  Business Risk Management (BRM) meetings.

	4 Duty  (15%)
	Develop business and office processes to ensure the delivery of accounting services as defined in the Service Level Agreement with the Regional Directorrate.

Identify proposals to improve office and transaction efficiency and engage Corporate Finance and the user community (internal customers) for their agreement for implementation.

Participate, prepare and contribute ideas to improve the Service Level Agreements.
Prepare team budgets and be cost conscious of services rendered.

	Standards
	Comply with Service Level Agreement standards.

Develop strong network and relationship with Corporate Finance, Treasury, FABS and IT support functions.

	5 Duty (10%)
	Comply with internal controls policy and procedures published by Corporate Finance.

Ensure discipline in processing transactions in compliance with policy and adequate audit trail maintained.

Ensure a clean record of intrenal auditors reports.

Engage and support with internal auditors.

	Standards
	Comply with Corporate Policy and Internal Audit Office requirements to professional standards.

	6 Duty  (10 %)
	Ad-hoc Assignments:

Cover the work of team members and peers in Global Shared Services during staffs’ absence.
Perform ad-hoc assignments assigned by line manager or other senior manager in Global Shared Services.

	Standards
	Able to perform daily routine while covering the other finance staff in Global Shared Service:     

Able to follow instructions from line manager or other senior manager in Global Shared Services and deliver the service as requested.

	7 Duty  (5 %)
	Professional development:
Identify and attend internal and external training as appropriate and agreed by line manager

Identify and encourage development of staff in appropriate training programs & professional development programs, agreed by line manager.

	Standards
	Staff training and skill development programs are in line with the Training development program of the local office and region.


Person specification

· Use the Behavioural competency dictionary (which you will find within the Competency Dictionary Section of the HR homepage at http://bcnet.britishcouncil.org:8000/hr/dictionary/index.htm) to help you list here the relevant behavioural competencies needed for the job – aim for no more than six.  Assign the appropriate level to each competency.

· Use the Role profile dictionary to help you list the relevant skills, knowledge and experience needed for the job.  Include any specialist qualifications.

· You should not state requirements which could potentially disadvantage particular groups or individuals, e.g. previous experience in a British Council office overseas.

· Indicate whether each criterion (behavioural competency, skill, knowledge and experience) is essential (E) or desirable (D) for selection and recruitment purposes.

· For recruitment and selection purposes state also how evidence of each criterion will be assessed.  You may state one or more of:  application form; performance evaluation; interview and, where appropriate, presentation exercise or specialist test.  (You should aim for no more than six criteria to be assessed by interview.)

	
	Criteria:  behavioural competencies (assign levels), skills, knowledge experience, and specialist qualifications.
	Essential (E) or desirable (D).
	Which duties does this criterion support?
	Indicate which criteria will be used for recruitment and selection (aim for no more than six).
	State how each criterion will be assessed for recruitment and selection purposes.

	1
	Achievement - level 3
	E
	1-6
	Yes
	Interview, application form and performance evaluation

	2
	Analytical Thinking - level 3
	E
	1-6
	Yes
	Interview, application form and performance evaluation

	3
	Customer service Orientation - level 3
	E
	1-6
	Yes
	Interview, application form and performance evaluation

	4
	Holding People Accounable -level 2
	E
	1-6
	Yes
	Interview, application form and performance evaluation

	5
	Team working - level 2 
	E
	1-6
	Yes
	Interview, application form and performance evaluation

	6
	Flexibility - level 2

	E
	1-6
	Yes
	Interview, application form and performance evaluation

	7
	Degree holder in accounting or finance. Professional qualifications 
	E
	1-5
	Yes
	Interview, application form and performance evaluation

	8
	Working experience and knowledge of working on a SAP system
	D
	1-5
	Yes
	Interview, application form and performance evaluation

	9
	Good communication skills in English and Chinese
English skill - BULATS level 3 or equivalent

Conversant in mandarin
	E
	1-6
	Yes
	Interview, application and language test


List here any special requirements of the job, e.g. occasional unsocial hours, flexible working.  It is assumed that all jobs can be job-shared unless valid reasons are given below.  Disability is not normally a disqualifying factor for a job.

	Must be flexible in work hours when the occasion arise  to support countries in other time zones +/- 4 hours to ensure efficient delivery of services


Authorisation

	Line manager’s name
	CV Kwong

	Post title
	Head – Asia Pacific Hub Global Shared Services
	Department/country
	Global Shared Services/ Based in Bejjing, China

	Signature
	
	Date
	

	Name
	

	Signature
	
	Date
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