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	Job Title
	Finance Officer 
	Reports To
	Finance Team Leader 
	Location
	Kathmandu 

	Objective of the job
The position holder will manage key financial functions, including donor financial reporting and providing financial management support to the Recovery Project team and partner organizations, to ensure sound financial management within UMN Thapathali and among local partners. In addition, the Financial Officer will provide financial management support to the Bhotekoshi Flood Recovery Project team and partners, including oversight of financial transactions, internal controls, and system strengthening, while ensuring the accuracy, quality, and timeliness of financial reporting.



	Areas of Responsibility
	Decision Making
	Qualification & Experience

	Financial Compliance: 
· Work closely with the Disaster Management Manager, Project Managers (PMs), Project Officers (POs), Thapathali-level Finance Team, and Funding Management Team to ensure compliance with each donor’s requirements and UMN Financial Management Framework (FMF) in the preparation of financial statements for the Dhading and Rasuwa Recovery Project.
· Prepare project financial statements in compliance with donor requirements and the QBRC template.
· Analyse budget-versus-actual expenditure variances and, in consultation with PMs, provide realistic and appropriate variance explanations for budget lines where necessary.
· Educate, orient, and follow up with the Disaster Management Manager and local partners’ finance staff on donor and statutory financial and audit compliance requirements, as well as the preparation of project financial reports.
· Regularly advise the Finance Team Leader on necessary improvements to UMN’s internal controls and FMF processes, considering compliance challenges identified within the cluster and among local partners.
· Maintain accurate and up-to-date project bookkeeping and accounting records.
Financial Reporting:
· Regularly review financial data and prepare quarterly, semi-annual, and annual project financial reports in accordance with donor templates, signed project agreements and approved budgets, and applicable compliance requirements.
· Participate in and support partner and donor meetings on project-related financial matters, as required.
· Ensure all CFP expenses are properly recorded, and all partner advances are settled before preparing financial reports.
Budgets and Monitoring: 
· Provide support to the Disaster Management Manager, Project Officers, and local partners in preparing project budgets in coordination with other Finance Team members.
· Participate in the physical and financial monitoring of project activities and partner expenditures in the field, comparing actual expenditures against approved donor budgets.
· Ensure approved budgets, including supplementary budgets, are accurately uploaded into MoneyWorks.
· Ensure financial statements are provided to all Project Managers (PMs) and Project Officers (POs) on time to facilitate budget review during Quarterly Budget Review Committee (QBRC) meetings.
CFP settlements: 
· Regularly review partners’ advance accounts and ensure timely and accurate settlement of outstanding advances.
· Review and verify the accuracy and completeness of partners’ financial records and supporting documents for each CFP settlement.
	· Advise the Finance Team Leader on necessary improvements or changes to internal controls and the Financial Management Framework (FMF).
· Contribute to decision-making within the Cluster and Finance Team.
· Effectively manage and prioritize own workload, responsibilities, and schedules.
· Assess and filter information and issues, escalating matters requiring higher-level review or decision-making to the appropriate level.
	· Bachelor’s degree in BBS, BBA or an equivalent field.
· At least 3 years of experience in accounting and financial management with an I/NGO
· Strong experience in computerised accounting systems and proficiency in MS Office, particularly Word and Excel,

	
	Dimensions
	Skills, Attitudes, Behaviours

	
	· Member of UMN Thapathali Team
· Proactively manage financial reporting to meet the donors’ and UMN’s requirements
· Working closely with the Finance Team members, PMs, and FMT to ensure meeting of donor’s financial requirements
· Improve and equip technical capacity of partners’ Admin and Finance Officers and Assistants 
· Serving and facilitating the financial requirements and systems. 
· Preparing and carrying out financial training and internal controls of Partner Organisations.
· Focusing and maintaining the accuracy of the accounts and budget in MoneyWorks. 
· Available for providing financial expertise to UMN partners as necessary.
· Take an active part in periodic Finance Team Meetings
	· Demonstrate a high level of computer proficiency, particularly in Microsoft Excel, MoneyWorks, and payroll database software.
· Demonstrate a strong commitment to service delivery and the continuous improvement of financial systems, including the effective use of digital and computing tools.
· Possess good communication and interpersonal skills, with the ability to work effectively and collaboratively with diverse teams.
· Have good written and spoken communication skills in both English and Nepali.
· Have the ability to work effectively with external auditors and provide the necessary financial information and support during audits.
· Have the ability to supervise and provide guidance to junior staff, where applicable.
· Demonstrate initiative in gathering, managing, and sharing relevant financial information with local partners.
· Be willing and able to travel frequently to partners’ project locations and working areas.
· Demonstrate the ability to work effectively under pressure, meet deadlines, and manage work-related stress.
· Demonstrate the ability to work effectively within cross-cultural teams and diverse working environments.
· Demonstrate commitment to UMN’s Mission and Vision and uphold and live out UMN’s Values with a high level of integrity.
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