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Financial Account Manager (National Bible Societies)
Recruitment Pack

United Bible Societies is a truly global organisation. We serve 146 Bible Societies working in more than 200 countries and territories. We need a talented Financial Account Manager to work within our Global Financial and Operations Department in order to provide the members of the Fellowship with financial and other requested services enabling them to fulfil their mission.   
The role involves the responsibility for maintaining proper relationships with approximately 30 to 40 national Bible Societies in Europe and the Middle East.  This is one of four equal roles and part of the global team led by the Head of Global Financial and Operational Services.
The successful applicant will be educated to tertiary level with a professional qualification in accountancy and or business development.  The post-holder will speak English fluently and at least one another major language spoken in the region for which the Account Manager will be responsible.  The Financial Account Manager will demonstrate the personal qualities to be able to work in an organisation with a strong Christian and multi cultural ethos and will uphold the values of the organisation.  
To apply for this post, send a covering letter and your CV to recruitment@biblesocieties.org.
Salary: depending on work location between Euro 35,000 – Euro 48,000
Hours of work:  Full time

Work Location:  Home (Europe/Middle East)
Closing date for applications:  28th May 2013
Interviews scheduled: 6th June 2013
	
	
	
	
	


Job Description

JOB TITLE:

Financial Account Manager national Bible Societies
(4 positions, spread over the globe)

RESPONSIBLE TO:

Financial Services Controller 


JOB GRADE:


4

LOCATION:


Home based, or at a UBS Hub, by agreement

________________________________

BACKGROUND 

A key part of the international structure in the United Bible Societies is the Global Financial and Operational Services unit. This unit is dedicated to provide the members of the Fellowship with financial and other requested services enabling them to fulfil their mission. 

The services will be mainly dealing with the transfer of international funds, including the treasury aspects of it, the pre financing of Bible productions, administering of loans and capital investments, while also taking care for the financial processes of the new international service units in order to produce managerial and statutory accounts. This should all lead to annually unqualified audited financial reports.
JOB SUMMARY 
The role involves the responsibility for maintaining proper relationships with approximately 30 to 40 national Bible Societies (nBSs) regarding their financial relationship with the UBS(A). 
The Financial Account Manager is one of 4 equal roles and part of the global team that includes the ISP Grant accountant and is currently headed by the Financial Services Controller. This team is charged with providing appropriate funding through the current accounts or otherwise, to support national Bible Societies (nBSs) in fulfilling their mission, whilst protecting the assets and managing the risk to which they are exposed within the parameters set by the Finance & Audit Committee, in consultation with the Head of Financial and Operational Services.

APPOINTED BY
The Head of Financial and Operational Services, in consultation with the Financial Services Controller.


 ROLES AND RESPONSIBILITIES

1. Develop and maintain a strong relationship with each nBS that is part of your portfolio (between 30 and 40 mainly concentrated in one region) and make sure that you are adequately informed about the financial situation of each BS (account).

2. Manage (and as far as necessary administer) the current account of each nBS in your portfolio, including setting credit limits for current accounts, approving cash payment requests for project prefunding, approving the funding of production orders etc.


3. Negotiate proper level of current account funding and regular repayments to keep the balances at proper level; manage the risks for nBSs in financial difficulties and safeguard the assets of the UBSA by finding and securing proper back-up for outstanding moneys. 


4.  Ensure that each nBS adheres to UBS developed minimum international reporting standards and that each BS provides audited accounts within a maximum of 5 months after their financial year end. Report to the International Finance Manager any qualified auditor’s report or not submitted reports. Make sure that BS Offices send both the auditor’s report and the Auditors Management Letter.


5. Ensure that each nBS, within 5 months after their financial year end, submits the Global Stewardship Report and report periodically about progress collecting data for the Report. 


6. Work closely with the Ministry Resources Facilitator for each nBS and exchange all available information in order to help the nBS to reach its full potential.

7. Signal any irregularities in governance and management of finances in each nBS you may get to know through your relationship with each nBS, and make sure that any reputational issues are reported immediately to the Head of Financial and Operational Services as well as the concerned Ministry Resources Facilitator.


8. Carry out spot checks on the proper use of the ISP grants and report on the spot checks to the Financial Services Controller. 
  

9. Propose and set-up international payments in the internet banking system as requested by nBSSs and making sure that proper authorisation procedures are followed before payments are made. 


10. Preparing special reports, participating in special projects or carrying out specific assignments as required by the Financial Services Controller.


PERSONAL QUALITIES AND COMPETENCES
The successful candidate will have the following qualities and skills. In some cases follow-up training will be offered by UBS and the candidate is expected to be prepared to attend workshops or other learning events.

Personal Qualities

· Comfortable working in a Christian organisation with sensitivity to the breadth of church support that UBS enjoys

· Evidence of ability to work in a team and is motivated to adhere to commitments and keeping strict deadlines

· Self-motivated, with enough personal confidence to be open to continuous learning and development

· Demonstrate the ability to manage his/her own emotions and behaviours, particularly through times of change

· Able to work remotely and in the home environment

· Customer orientation with a desire to build good relationships, and being sensitive to different cultures

· Ability and willingness to undertake international travel when required

Essential Experiences and skills


· Tertiary educational qualifications with a professional qualification in accountancy and or business development

· Experience of international financial processes in an international financial environment, including accounting, reporting, and compliance

· Experience of relationship building, networking and a communicator par excellence

· Knowledge of and experience with finance software tools used in the mid market

· Excellent knowledge of Excel for reporting purposes

· Fluent in English and preferably one another major language spoken in the region for which the Account Manager will be responsible

Desirable Experiences and skills

·  Experience in working with global networked teams, and a track record in using all available communication tools in the context of a dispersed staff team

· A member of an internationally acknowledged professional accounting body

· Experience of working in a finance department in the charitable sector

· Experience of operating in a multi cultural environment with sensitivity to different world views and opinions of the financial world
· Multi-linguistic (beyond the essential requirements of the role)



	
	Designated Responsibility by country

	1
	Albania
	16
	Georgia
	32
	Serbia

	2
	Algeria
	17
	Greece
	33
	Slovakia

	3
	Armenia
	18
	Hungary
	34
	Slovenia

	4
	Austria
	19
	Iceland
	35
	Tunisia

	5
	Azerbaijan
	20
	Ireland, Republic
	36
	Turkey

	6
	Belarus
	21
	Italy
	37
	Ukraine

	7
	Belgium, Flemish
	22
	Latvia

	8
	Belgium, Francophone
	23
	Libya (Under BS of Egypt)

	9
	Bosnia-Herzegovina
	24
	Lithuania

	10
	Bulgaria
	25
	Macedonia

	11
	Croatia
	26
	Malta

	12
	Cyprus
	27
	Moldova

	13
	Czech Rep
	28
	Morocco

	14
	Egypt
	29
	Poland

	15
	Estonia
	30
	Romania

	
	
	31
	Russia
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