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JOB DESCRIPTION
FINANCE MANAGER

1 Department / Project(s)

Finance & Administration Department

2 Workplace

Country Office with frequent field visits (50%)

3 Reports to/ Level

Finance & Administration Director

4 Supervises
NA

5 Job Summary

¢ Review of day-to-day financial transactions of the project.
¢ Review of Monthly Financial Reports of the project.
¢ Coordination with project staff and implementing partners.

6 Required Competencies

6.1 Behavioral competencies

6.1.1 Leading & Supervising

Provides clear directions to others; Sets appropriate standards of behavior; delegates
work appropriately and fairly; motivates and empowers others; provides staff with
development opportunities and coaching; recruits and retains high-calibre staff.

6.1.2 Planning and Organizing

Sets clearly defined objectives; plans activities and projects well in advance and takes
account of possible changes in circumstances; manages time effectively; identifies and
organises resources required to accomplish tasks; monitors performance against
deadlines and milestones.

6.1.3 Following instruction and Procedure.

Follows instructions from others appropriately without unnecessarily challenging
authority; adheres to established procedures and policies; maintains schedules;
arrives punctually for work and meetings; demonstrates commitment to the
organisation; complies with applicable legal obligations and safety requirements of
the role.
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6.1.4. Presenting and Communicating Information

6.2

6.3

7.1

7.2

Speaks clearly and fluently; expresses opinions, information, and key points of an
argument clearly; delivers presentations and undertakes public speaking with skill
and confidence; responds quickly to the needs of an audience and to their reactions
and feedback; projects credibility.

Knowledge

Master’s degree in Business Studies, Business Administration, or equivalent.
At least 5 years of relevant experience in accounting, financial management, or
related areas.

Skills

Excellent coordination and communication skills.

Good understanding of donor and government rules and regulations relating to
taxation and other compliance requirements.

Good written and spoken skills in English and Nepali.

Good computer skills, particularly in Microsoft Excel and accounting software.

Responsibilities and Expected Outcomes

Financial Reviews

Review of all financial documents, including bank vouchers and journal
vouchers, to ensure complete supporting documents are available.

Review partners' financial statements and provide findings to the Finance
Director and the Project team on a monthly basis.

Maintain files for project communications or other important documents.
Review financial transactions and documentation to confirm compliance with ADRA
Nepal and donor policies and procedures.

Outcome: (1) The financial policies, systems and procedures are properly followed by all
departments/sections/staff and other stakeholders.

(2) Reports from partner organizations are regularly received and reviewed.
Reporting

Prepare monthly financial reports of projects and share the reports and
significant financial issues with the project team and Finance Administration
Director within the required timeframe.

Review reconciliation statements: Bank, Project Reconcile, and Partner
Organization Reconcile.

Attend relevant meetings with donors' program team to report major issues
related to financial and administrative management.

Outcome: Up-to-date monthly financial reports are generated within appropriate
deadlines, enabling internal and external teams to review and make timely
plans and decisions.

Job Description | Finance Manager 2



ADRA

7.3

7.4

7.5

7.6

Coordination & Communication

Good coordination and communication within the finance, admin, and the
project team, partners, and donors.

Visit to project/partner offices for financial review and monitoring.

Attend periodic meetings with ADRA International and donors.

Outcome: Effective coordination and communication established with auditor, donors,

project team and project partners resulting in timely reporting and a
friendly environment for effective results.

Budgeting
Revise the budget of the project

Work Health, Security and Safety (WHSS)

Carrying out duties in a manner that does not adversely affect their own health,
security, and safety or that of others.

Cooperating with measures introduced in the interests of work health, security, and
safety.

Undertaking relevant training provided in relation to WHSS.

Immediately reporting all matters which may affect workplace health, security, and
safety to their supervisor.

Correctly using any information, training, personal protective equipment, and
safety devices provided.

Refraining from intentionally misusing or recklessly interfering with anything that
has been provided for health, security, and safety reasons.

Undertaking only those tasks for which they have authorization and/or the
necessary training, and for which all necessary safety arrangements are in place;
and

Cooperating with arrangements made to assist the return-to-work of ill or injured
employees.

Outcome: Compliance with ADRA Work Health, Security and Safety (WHSS) Policy

guidelines.
Others

Any other duties assigned by the Supervisor.
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