UNITED BIBLE SOCIETIES

Job Title:

Financial Services Manager

Job Grade:


4

Reports To:

Financial Services Coordinator

Department:

Financial Services

Date:


June 2011

PURPOSE

To manage the day-to-day operations of the World Service Centre finance department and ensure timely production of reports for management and governance.

MAIN JOB RESPONSIBILITIES

1 Supervise the day-to-day operations of the finance team.

2 Management of the accounting records of the United Bible Societies (UBS) Association, including:

· Management of data processing procedures.

· Maintenance of systems and chart of accounts, including liaison with software support.

· Management of the identification and separate recording of restricted income.

3 Management of international support programme (ISP) grant accounting, including:

· Working with the Grant Management Unit (GMU) to ensure the identification and correct treatment of income and commitments in the Project Registry and the Accounts.

· Oversight of the reconciliation of restricted income and grants payable in the Accounts to the Project Registry.

4 Ensure timely, relevant financial reporting, including routine reports to Bible Societies, budget holders and the senior management team.

5 Cash management, including:

· Management of UBS non-£ bank accounts and UBS liquid investments, e.g. treasury fund accounts.

· Oversight of payments systems, manual and electronic, including bank software, and related internal procedures.

· Carry out and supervise treasury and foreign exchange activities.

· Negotiation of remittance timetables, in and out.

· Preparation of cash flow forecasts and reports.

· Review of bank reconciliations.

· Review of month-end and year-end revaluation of cash balances.

6 Maintenance of constructive working relationships with banks, including participating in negotiation of fees and charges.

7 Assist with management of Bible Society current accounts and loans, and associated UBS working capital management.

8 Assist preparation of budgets of the UBS Service Organisation (UBSSO), grant program and loan program.

9 Design and produce ad-hoc financial reports as required.

10 Maintain the accounts of the UBS (Guernsey) Pension Scheme and the UBS (Florida) Inc Pension Scheme.

11 Supervise the maintenance of the education fund accounts and management of education fund cash deposits.

12 UBS Pensions: Review pension calculations for National Bible Society (NBS) staff entitled to pensions based on the UBS Staff Manual, section 1 (NBSs).

13  Contribute to the formulation and implementation of financial strategy and development of financial policies and procedures.

14  Carry out other duties as required by the Financial Services Coordinator.

PERSON SPECIFICATION

	The holder of this post will have the following competencies and qualities:


	Essential (E) or Desirable (D)



	1. Chartered accountancy qualification: CCAB or equivalent.
	D

	2. Knowledge and experience of applying Charity SORP.
	D

	3. Customer Service-driven: problem solver; uses initiative; takes responsibility.
	E

	4. A good team player and contributor.
	E

	5. Good communicator, written and oral, with people at all levels of the organisation.
	E

	6. Proficient in English (reading, writing and speaking).
	E

	7. Proficient in French and/or Spanish (reading, writing and speaking)
	D

	8. Multi-cultural awareness.
	E

	9. Target driven: committed to meeting objectives.
	E

	10. Multi-currency experience.
	E

	11. Experience of mid-market enterprise IT systems (Epicor and iScala).
	D

	12. Advanced MS Excel skills and intermediate MS Office user.
	E

	13. Sympathetic to the mission and objectives of the United Bible Societies.
	E


______________________________________________________________________​​​​​

Outline of Terms of Service

· Fixed-term contract for 18 months with a 1 September 2011 start date.

· Annual full-time salary of £30-35k depending upon relevant qualifications and experience.

· 37.5 working hours per week (hours can be flexible).

· The equivalent of 25 working days annual leave (accrued at 2.0833 days per complete month of service) plus bank holidays.

· Snack lunch provision to a certain value.

______________________________________________________________________​​​​​

Brief information about the United Bible Societies


The United Bible Societies (UBS) was formed in 1946 to co-ordinate the worldwide work of Bible translation, publication and distribution.  It is an association of national Bible Societies and Offices, who share the common aim of making God’s Word available to people everywhere.  The UBS has 145 member Bible Societies and Offices working in more than 200 countries and territories.

