Job Description




Ref no:
	
[image: image1.png]@@ BRITISH
@®® COUNCIL




	Role Profile




	Job Title
	Office Administrator - Rwanda

	Directorate or Region
	 SSA
	Department/Country
	Business Support Services

	Location of post
	Kigali, Rwanda
	Pay Band
	4/H

	Reports to
	CD Rwanda
	Duration of job
	2 years  Fixed Term (with possibility of extension)

	Purpose of job:  
The post holder is responsible for the provision of an efficient and effective administrative support. The Office Administrator will be responsible for the timely and accurate recording of the accounting transactions and adjustments making sure that all corporate and audit standards are achieved. They will support with human resources administration tasks ensuring proper record keeping in country. They will support with facilities as required by the country office.
This requires a well organised, adaptable, self-starter, with great attention to detail and good communication skills. 
Context and environment: 
The founding purpose of the British Council was to create a friendly knowledge and understanding between the people of the UK and other countries, and this remains our mission to this day. We do this through making a positive contribution to the countries we work with and, in doing so, making a lasting difference to the UK’s international standing, prosperity and security. 

The Rwanda office is part of the British Council’s SSA region and is active across the spectrum of project and partner activity in Arts, Education and English. There are 10 locally employed staff members, and two UK appointed staff within our office. Our focus is on delivering excellence to the customer in order to achieve maximum impact, as well as integrating all aspects of our work regardless of how they are funded.

The post requires generic administrative skills and the post holder should expect to assist in the finance and HR administration for the country. 

Accountabilities, responsibilities and main duties:  
The main duties of the posts are:

· Financial accounting support: 

· Liaising with the respective stakeholders in the business, the Accountant and Shared Services in providing necessary documentation. 
· Invoices scanned and sent to the HUB daily to ensure vendors are paid on time

· Download bank statements as necessary

· Assist in collate cash flow estimate information from activity managers

· File management of key documents including contracts, invoices, delivery notes etc 

· Maintenance and reconciliation of petty cash.
· Preparing monthly payroll related transactions for review and processing. 
· Cash handling: ICS income, refunds processed cash and petty cash transactions; 
· Provide support as required during the month-end processes; (Pre-closing, Reviewing, Closing and Reporting).
· Assist the East Africa Cluster Accountant with preparation of monthly/yearly returns to local authorities; includes filling and following up tax refunds from authorities i.e. VAT.
· Co-ordinate collection of vendor statements to enable monthly creditor reconciliations

· Support the East Africa Cluster Accountant in processing staff vendor’s reconciliations, staff debtor management; e.g. reconciliation of mobile bills.
· Assist in monitoring the existing data on vendor line item display on SAP in order to ensure that planned remittances can be processed.

· Monitor Gross framework Purchase Orders for BSS.
HR

Data and records

· Work with line managers and Cluster HR managers to ensure accurate attendance and leave records for all staff members

· To coordinate, collect, maintain and file country HR data/records. Ensure they are safely stored and up-to-date 
·  Provide supporting documents for payroll processing
Recruitment support

· Provide support in communicating with candidates where necessary e.g. Inviting candidates for interviews, and drafting regret letters 

· Arrange and schedule interview  logistics ( e.g. booking interview rooms)

· Ensure that recruitment documents are kept/filed in accordance with Recruitment Audit Checklist

· Support the cluster HR manager in the process of effective on-boarding, joining and induction for new joiners  

Any other duties 
· that may reasonably be requested by your line manager, for example: ad hoc requests from the regional cluster, NOIDA Hub (India) , assisting with preparing for National Audit Office  (UK) and  Internal Audit visits, external auditors’ requests, any special change projects or initiatives to change procedures, etc.

· Support, as required, any administrative tasks regarding management of facilities and disposal of resources as/when appropriate
Key relationships:  

Internal: East Africa Cluster Accountant and in-country team members, SBU programme and activity managers and the BSS shared services centre. 

External: Vendors, customers, auditors and bank
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
 Very limited travel – less than 10%


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

	Please indicate if any security or legal checks are required 
for this role.
	None


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	· Being Accountable 
· Connecting with others 
· Working together 
· Making it happen

	
	Short listing and Interview 

	Skills and Knowledge
	Basic accounting knowledge 
Good working knowledge of Microsoft packages


	Knowledge of local payroll regulations and processes
	Pre interview exercise 

and/or interview 

	Experience
	At least 2 years working experience as an Office Administrator or Accountant.


	At least 1 years’ experience in a SAP operated accounts department.


	Short listing 


	Qualifications
	 Part qualified chartered accountant (ACCA/CPA/CIMA or equivalent)
	
	Short listing and/or interview
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	Sheilagh Neilson
	Date
	July 2017
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