	Plan Indonesia

	Job Profile


	I. Job Title  
	:
	Finance Manager



	II. Job Holder Immediate Superior 

 
	:
	Regional Finance Manager
(with doted line to Business Service Department Head)


	III. Grade
	
	E

	IV. Department 
	:
	Finance Department



	V. Location
	:
	Jakarta




	VI. Organizational Relationship



[image: image1]


	VII. Job Purpose

	Establish and maintain the financial and accounting activities and ensure the accuracy and timeliness of financial reports to support Plan Indonesia operations, while at the same time in line with global procedures.

 


	VIII. Key Accountabilities 


	1
	Manage and maintain the relationship with Plan Indonesia’s partners (NGOs and communities), including partner assessment to be able to provide a better decision making  and risk management  



	2
	Ensure the availability of Plan Indonesia business plan and budget: 

· communicate the instructions and milestones for business planning including ling-tem planning, budgeting, quarterly forecasting and cash flow forecasting 

· Facilitate and coordinate business planning processes

· Consolidate and review planning inputs 

· Support Country Director and Business Service Department Head to communicate business plans to the Regional Office (RO) 

· Support Country Director Business Service Department Head to disseminate the approved business plan


	3
	Ensures appropriate control in system, policy and procedure of  financial and accounting processes and follow up finance-related audit actions
 

	4
	Manage and control general ledger processes including monitor the transactions to partners to ensure that all the transactions in accordance with Plan/local regulatory and tax legislation



	5
	Manage and control cash management processes to ensure all incoming and outgoing fund are maintained, control and comply with Plan Global policy and procedures 

	6
	Coordinate the development of  financial report and others financial related reports that required by internal and external parties to ensure that the reports is submitted  timely, accurately and in accordance with accepted principles


	7
	Coordinate the Human Resources aspect from recruitment up to the develop of skill and knowledge of staff in Finance and Accounting 




	E. Key Performance Indicators  


	1
	Quality of decision provided 


	2
	Plan Indonesia busines plan/budget available timely and accurately 



	3
	Deviation between budget and actual 


	3
	Number of Audit Findings


	4
	Accuracy and timeliness of Financial Reports 


	5
	Funds and its disbursement properly maintained



	IX. Working Relationship  



	Internal 

Nature/Purpose 

1. Country Director  
Provide Financial Report and Budget 

Provide Support in the areas of Financial, Accounting and Budgeting
2. Business Service Department Head  
Provide Financial Report and Budget 

Provide Support in the areas of Financial, Accounting and Budgeting
3. Country Management Team 
Coordinate to the development of Budget Planning and Monitor Budget Implementation 
4. National Office/Sponsor Countries 
Communicate the approved Financial Reports and others supporting reports as requested and agreed by The donors 

5. Internal Control Manager

Coordinate Risk Register and audit report of finance department.



	External

Relation with 

Nature/Purpose 
1. External Auditor 
Financial Audit and compliance 
2. Tax Office
Tax report for employee’s income tax 
3. Bank 
Fund & Cash Management 



	X. Job Specification 




Formal Education 

	No.
	 
	Degree 

	
	Minimal Bachelor in Accountancy  
	Bachelor Degree


Working Experience 

	No.
	
	Years of experience

	
	Preferably with previous working experience as a Supervisor or Manager in Finance and Accounting Department 

	Minimum 3 years
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