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JOB DESCRIPTION: INTERNATIONAL BUDGETTING & PLANNING MANAGER 
	
	

	Unit
	Finance & Administration Unit, Restless Development Head Office

	Location
	London, United Kingdom

	Salary
	Net annual salary: £22,222(approximate gross annual salary - £29,200). This allows for a very fair system for all staff across the world and enables us to have an equitable Global Salary Scale reflective of our values. 

	Benefits
	24 days annual leave, rising to maximum of 28 days with additional years of service. International travel insurance, up to 5 days study leave and relocation contribution if applicable. Additional benefits for international staff include an out of country supplement of between 10 & 25% of net salary and annual flight home.

	Start Date
	1st April 2012

	Reports to  
	Senior Finance Manager

	Direct Reports 
	Direct:  International Finance Intern

	Expected travel
	Periodic travel to Restless Development Country Programmes

	
	

	Context
	Restless Development has recently launched new 5-year global strategy (2011 – 2015), alongside a Global Business Plan (2011-2015), and is taking up a position as the global banner carrier for youth-led development – demonstrating at the grassroots and policy levels that young people can and must play a lead role in development. 

Restless development has more than tripled the size of its budgets and programs in the past five years, has been the recipient of several international and national awards, and is repeatedly cited as a model of best practice in youth-led development by the World Bank, the UK Department for International Development (DFID), UNICEF, UNAIDS and other international development institutions. For more information on Restless Development’s youth led mission, work, countries of operation, and more, please visit: www.restlessdevelopment.org.

The International Budgeting & Planning Manager position has arisen from a restructuring of our International Finance unit.   This is an International post, and would involve frequent communications with and support for the other Finance team members in Africa and Asia.


	
	

	Main Responsibilities
	· Budgets & Reforecasts
· Donor Management
· Full Cost Recovery / Transparency

· Country Programme Support
· Performance Management 
· Other Duties


	Budgets & Reforecasts
25%
	With the support of the team, the International Budgeting & Planning Manager will:
· Together with budget holders, will develop annual operational budgets for International and the 3 regional offices (New York, Lusaka and Delhi)

· Together with budget holders, will develop annual multi-year budgets for International and the 3 regional offices (New York, Lusaka and Delhi)

· Liaise with the Fundraising team to map International budgets to secured income

· Consolidate global budgets and reforecasts for review by the Senior Finance Manager, Senior Management Team and Board 

· Once the budgets have been approved, prepare csv files to import budgets into the accounting system for all Country Programmes

	Donor Management

15%
	With the support of the team, the International Budgeting & Planning Manager will:

· Liaise with the Fundraising team to ensure all International donor financial reports are submitted on time, reconciled with Pastel
· Review and feedback on all major Country Programme donor financial reports

· Liaise with the Fundraising team to ensure all International donor proposal budgets are developed reflecting existing or potential funding gaps
· Review and feedback on all major Country Programme donor proposal budgets

	Full Cost Recovery / Transparency
20%
	With the support of the team, the International Budgeting & Planning Manager will:

· Ensure timesheets are completed by all International Support staff

· Using the ACEVO model, apply full cost recovery to the global budget in order to inform international support cost allocation, and international donor proposals
· Using the ACEVO model , apply full cost recovery to the global year end accounts in order to ascertain the full cost of Restless Development’s 5 approaches 

· Liaise with the Programme Quality unit to conduct the global value for money analysis

	Country Programme Support
25%
	With the support of the team, the International Budgeting & Planning Manager will:

· Conduct quarterly themed phone calls with the Country Programme Finance Managers

· Support Country Programme Finance Managers to develop and map operational budgets to secured income

· Review Country Programme budgets and reforecasts, and provide timely feedback on donor mapping and bottom line positions
· Support all Country Programme Finance Managers to communicate budgets and reforecasts to all staff
· Support all Country Programme Finance Managers to fully cost the global approaches, ensuring the information is reflected in donor proposals and value for money analysis in-country

· Together with the Senior Finance Manager, design and deliver the annual finance workshop

· Conduct support visits as necessary



	Performance Management
10%
	With the support of the team, the International Budgeting & Planning Manager will:

· Recruit and select Finance intern(s)

· Ensure professional objectives are set for all intern(s)
· Conduct weekly line management meetings with the Finance Intern(s)
· Conduct two-weekly performance management meetings with the Intern(s)
· Hold a mid-term review with the Finance Intern(s)
· Conduct an performance review with the Finance Intern(s) at the end of each internship


	Other Duties
5%
	· Other duties as required, sometimes requiring work on weekends, for which time off in lieu can be taken

	Qualifications, Skills and Experience

	Essential

· Part or qualified accountant

· 3-5 years management experience preferably with NGO field experience

· Excellent excel skills

· Be numerate and detail conscious

· Excellent IT, written and verbal communication skills

· Strong Team Player

Preferable

· NGO experience an advantage

· Pastel / Sage experience preferable

· Multi-currency experience an advantage

· Management accounting background an advantage


	Person Spec 


	Individual must be detail conscious, highly self motivated, have demonstrated analytical skills and be comfortable with a rapidly changing environment. The successful individual will also be able to establish strong working relationships with staff both in the UK and Internationally. Successful candidate will be personally committed to Restless Development’s mission and values


	How to apply
	Please send a completed application form to jobs@restlessdevelopment.org by the closing date. 

Please note we DO NOT accept CVs, resumes or covering letters

	Closing Date
	31st January 2012
First round interviews: 2nd / 3rd week of February 2012

	
	


