
Job Profile 

Finance Assistant Capital
TERMS OF REFERENCE

Family:    
Finance
Typology: 
Supervisors, specialists and consultants

Level:    
6

MAIN OBJECTIVES OF POSITION

Assists the Accountancy manager in the daily payments management of the staff working in the capital and in the follow up of capital’s accountancy, assuming delegated tasks. .  

FUNCTIONAL AND HIERARCHICAL LINES

Reports hierarchically and functionally to Accountancy manager

Collaborates with other administration and log assistants (if any)

RESPONSABILITIES & TASKS

Accounting

· Classifies and prepares all the accounting pieces ( transfer forms, invoices and receipts ) as requested: coding, labeling, dating, dividing the amounts according to budgetary distribution (activities)

· Files the accounting documents

· Enters the accounting pieces in the accounting software (FFC) on a regular basis

· Contacts the Accountancy manager in case technical information.
· Informs and reports to the accountancy manager immediately in case of problem encountered when entering the accounting pieces in FFC. 

· Closes the monthly accounts in the timeframes given, after checking of the Accountancy manager.

Money management

· Is responsible for the security of the money placed in his/her petty cash and manages money with discretion

· Maintains the follow up registers (for advances for operations, salaries or suppliers up to date and correctly filed in.

· Ensures that advances are justified within the given time frame, with correct invoices, and are not accumulating

· Follows up scrupulously all the daily entries and exits in his/her petty cash. 

· Ensures at least once a week, together with the Accountancy manager, the physical inventory (counting) of his/her petty cash and checks that it corresponds to the balance of his/her cash box register 

· Indicates any cash box disparities in his register and informs the Accountancy manager immediately
Payments

· Pays suppliers on time (direct payment/operational advances)

· Collects invoices and receipts, ensuring their coherence and conformity, checking that they are approved by the purchasing manager and that they are in lines with the purchasing procedures in force

· Reports to Accountancy manager any discrepancy in terms of price and quantity so as to check them

· Makes payment through the most adapted means (cash, checks, transfer) , documenting the fact that they are correctly cashed (stamp, signature, etc)

Renting and insurances contracts
· Follows up all the dead lines and expiring dates in hire contracts (properties, vehicles) and insurances.

· Informs his manager on time about the end of contracts in order to renew them or give notice 

Communication and reporting

· Ensures continuous communication with Accountancy manager.
· Helps Following up cost of living on a regular basis.

· Helps preparing letters to local authorities, Bank.
· Helps preparing written documents.
Filing 

· Ensures the proper filing of all accounting pieces and documents.

· Ensures the confidentiality of all the documents related to accountancy files. 

REQUIREMENTS

Education: 
Desirable degree in finance, business or administration related studies

Languages: 
Turkish and English
Experience:

Essential working experience of at least one year in relevant jobs 


Desirable experience with MSF or other NGOs 
Knowledge:

Essential computer literacy (Word, Excel and Internet)
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