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	Role Profile



	Job Title
	ACCOUNTS/PAYROLL MANAGER

	Directorate or Region
	EU Region
	Department/Country
	Bulgaria

	Location of post
	Sofia
	Pay Band
	Local G 

	Reports to
	Finance Manager
	Duration of job
	Indefinite

	Purpose of Job: 
To provide an effective and efficient financial control, budgeting, planning and forecasting activities and accounting services for the local operations, within the agreed timescales.
The role will be responsible for the timely and accurate provision of Financial Control and Compliance including trial balance analysis services on a day-to-day and month-end basis, cash flow forecasting, statutory bookkeeping and reporting services (working close with the outsourced accounting company when applicable), full base support for the year-end accounting and financial activities and record accounting transactions when required, making sure that all corporate, audit and statutory standards are met. They will also ensure that finance systems and procedures run efficiently and accurately comply with corporate policies and standards including statutory accounting and tax regulations.
Context and Environment: (e.g. dept description, region description, organogram)
British Council operating context and environment: 
Bulgaria is a medium-sized directorate within the EU Region, employing 36 full-time staff, and working with a number of hourly paid teachers. 

The EU region and the Bulgaria directorate are increasingly expected to deliver on stretching targets for income and impact. 

The directorate is going through major changes. In 2013 we registered as a Branch of a Foreign Non-Profit Organisation in the Public Interest. We report to both UK and Bulgarian financial authorities. 

We deliver classes and examinations directly to customers, work in partnership with public and private institutions in the areas of English Language teaching, education projects and the arts. We also administer 3rd party contracts and grants. 

We are increasingly working regionally and for a number of decision support areas we expect to rely even more on regional hubs.

Description of the department: 

The Finance team includes a part time Finance manager, Accounts/Payroll Manager, Accountant and a Cashier. The Finance team supports the entire operation, covering areas related to financial control and compliance, some of office administration activities, and human resources (payroll services).

Accountabilities, responsibilities and main duties: 

The main duties of the post are:

1. Financial Control:
a. Prepare and deliver a range of financial services on a day-to-day and month-end basis, within the constraints of Financial Compliance framework: cash flow forecasts, travel & corporate credit card claims audit, procurement records, debtors and creditors aged analysis, trial balance review and analysis, fixed assets register maintenance including the submission of all relevant forms, terminal gratuities balance and other FCCF activities.
b. Communicate and work with all British council Bulgaria staff with regards to pre-FCCF clearing process.

c. Support the Finance Manager and be fully involved in ensuring all returns are accurate and done in a timely manner 

d. Prepare ad-hoc variance analysis and reports for monthly business reviews and quarterly forecasts to support Operational Managers monthly and year-end commentary process.

e. Report to the Finance Manager all critical financial control and compliance, accounting and tax issues arisen and provide respective timely solution within her/his competencies. 

f. Liaise with the Regional Financial Planning and Analysis and the Finance Hub to ensure the accuracy of in-year and year-end reporting reporting and compliance with British Council Accounting policies when required.
g. Be responsible for the bank mandates tracking and keeping up to date

h. Communicate and train staff on financial compliance

i. Line managed by the Finance Manager for Bulgaria. 

j. SAP role: OM02

2. Financial accounting (for the purposes of corporate reporting):

a. All aspects of book-keeping when adjustments are required;

b. Maintenance of the balance sheet accounts, including monitoring the proper usage of cost centres and WBSs;

c. Liaising with the accounting HUB in India, in all aspects related to financial transactions, adjustments and reconciliations, as well as control procedures when the Accountant is not able to cover the request;

d. Monitoring Teaching Centre Management System (TCMS) transactions, related to income collection, ensuring that they are processed accurately and in a timely manner;  
e. Dealing with all necessary operations during the month-end processes;
f. Preparing the monthly Terminal Gratuity return;
3. Statutory accounting and reporting:
a. Be responsible for providing the whole relevant monthly and year-end documentation and information to the outsourced accounting company on a timely manner;
b. Monitor and control the accounting journals, general ledger and trial balance for statutory purposes on a monthly basis ensuring the statutory accounting reports are in compliance with the local accounting standards and tax regulation;

c. Be the first point of contact for the outsourced accounting company;

d. Organise and lead the annual audit of the statutory financial statements provided by an external auditor;

e. Provide any information concerning the tax regulation to the National revenue agency;

f. Monitor the submission of the monthly, quarterly and annual tax and social security’s returns in compliance with the local tax, insurance and other relevant legislation;

g. Provide or externally obtain tax, insurance, financial and accounting advices to support the local operation to meet local regulations.  

4.  Training and development:
h. Organising training sessions (SAP & financial basic information) for new colleagues, ad-hoc support related to accounting procedures and permanently offering SAP guidance;

i. Keeping up to date with SAP developments, FCCF updates, Chart of Accounts and other accounting policies updates and new procedures, as well as any other finance projects developed corporately. 

4. Any other duties that may reasonably be requested by your line manager, for example: ad hoc requests from India or London, NAO and Internal Audit visits, external auditors’ requests, any special change projects or initiatives to change procedures, etc.
Key Relationships:
Internal: Finance Manager and the team members, activity managers, the shared services centre and other British Council staff. 

External: Vendors, customers, auditors, external accounting company, external tax and legal advisors, banks
Other important features or requirements of the job (e.g. travel, unsocial/evening hours, restrictions on employment etc)
The person is  expected to respond flexibly to demands on time during peak times of work such as year end, audit visits or other key periods.


	Please specify any passport/visa and/or nationality requirement.
	Right to live and work in Bulgaria

	Please indicate if any security or legal checks are required 
for this role.
	Criminal records check, Confidentiality statement


Person Specification

	
	Essential 
	Desirable 

	Assessment stage

	Behaviours 


	Creating shared purpose (essential) Communicating an engaging picture of how we can work together
Shaping the future (essential) Looking for ways in which we can do things better
Being Accountable (more demanding) Putting the needs of the team or British Council ahead of my own
Making it happen (essential) Delivering clear results for the British Council
Connecting with others ( essential) Making regular opportunities to understand others better 
Working together ( essential) Establishing a genuinely common goal with others
	
	Not used for
interview 
Not used for
interview
Interview
Interview
Not used for
Interview
Interview

	Skills and Knowledge


	Managing finance and resources - Level 3: 

Supports budget management - Monitors and controls an agreed budget within a defined area, producing reports and analyses and contributing to planning. 

Managing risk – Level 2: 
Has track record of identifying and highlighting risks and suggesting mitigating actions. 

Analysing data and problems - Level 2: 
Reviews available data and identifies cause and effect, and then chooses the best solution from a range of known alternatives. 
Managing people – Level 2: 

Supervises a small team of people doing similar jobs to deliver short term tasks to agreed quality and time standards. 

Using technology – Level 2: 

Intermediate to advanced experience with MS Word, MS Excel, MS Outlook and ERP systems or advanced accounting programmes.

Language skills: 
· English language – advanced B2/C1 

· Bulgarian language – native or proficient (C2) 

 
	· Experience with SAP

· Knowledge of UK and local applicable accounting standards
· Knowledge of British and/or BG tax and payroll regulations.
	Short listing & Interview 

	Experience


	Four to six years progressively responsible experience in the accounting and/or finance 
	· Line management experience
· Working in international environment
	Short listing & Interview

	Qualifications


	BS or MS degree in Accounting, Finance or relevant
	· ACCA qualification will be considered as an advantage.
	Short listing


	Submitted by


	Nadya Atanasova
	Date
	July 2016
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