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	UNITED NATIONS DEVELOPMENT PROGRAMME

GENERIC JOB DESCRIPTION




	I. Post Information



	Post Title:                                   Finance Analyst

Pre-classified Grade:                  ICS-9

Supervisor:                                 Operations Manager 




	II. Organizational Context 



	Under the guidance and direct supervision of the Operations Manager, the Finance Analyst is responsible for effective delivery of financial services, transparent utilization of financial resources and management of the CO Finance Unit. He/she analyzes and interprets the financial rules and regulations and provides solutions to a wide spectrum of complex financial issues. The Finance Analyst promotes a collaborative, client-oriented and consistent with rules and regulations approach in the Unit.

The Finance Analyst supervises and leads the staff of the Finance Unit. The Finance Analyst works in close collaboration with the operations, programme and project teams in the CO, UNDP HQs staff and Government officials ensuring successful CO performance in Finance.




	III. Functions / Key Results Expected



	1. Ensures implementation of the operational strategies focusing on achievement of the following results:

· Full compliance of financial activities, financial recording/reporting system and audit follow up with UN/UNDP rules, regulations, policies and strategies; implementation of the effective internal control, proper design and functioning of the financial resources management system.

·    CO Finance business processes mapping and elaboration/establishment of internal Standard Operating Procedures in Finance, control of the workflows in the Finance Unit.

·    Continuous analysis and monitoring of the financial situation, presentation of forecasts in the field.

· Elaboration of the framework and conditions of contributions within the CO resources mobilization efforts.

· Elaboration and implementation of cost saving and reduction strategies.



	2.  Manages development and management projects’ budgets and organizes an optimal cost-recovery system focusing on achievement of the following results:

· Financial resources management through planning, guiding, controlling of the resources in accordance with UNDP rules and regulations

· Preparation and monitoring of management projects’ budgets.

· Establishment of the development projects’ budgets preparation/modification monitoring system, control of budgetary status versus authorized spending limits (ASL) and budgets delivery levels.

· Elaboration of proper mechanisms to eliminate deficiencies in budget management.

· Preparation of cost-recovery bills in Atlas for the services provided by UNDP to other Agencies.



	     3.     Ensures proper control of CO accounts focusing on achievement of the following               results:

· Elaboration of the internal expenditures’ control system which ensures that vouchers processed are matched and completed, transactions are correctly recorded and posted in Atlas; payrolls are duly prepared; MPOs, travel claims and other entitlements are duly processed. Upon delegation of responsibility, Finance Analyst performs the function of Manager Level 1 in Atlas for vouchers approval.

· Timely corrective actions on unposted vouchers, including the vouchers with budget check errors, match exceptions, unapproved vouchers. 

· Control of the Accounts Receivables for UNDP projects and follow up with partners on contributions.



	4.   Ensures proper CO cash management  focusing on achievement of the following results:

· Regular contact with the officials of the bank related  to maintenance of the office bank accounts. Finance Analyst is a member of the Bank Signatory panel.

· Submission of the exchange rate report to HQs.

· Timely and accurate processing of bank reconciliations of the local bank accounts and accounts that are interfaced with BOA; control of replenishments and deals management.



	5. Ensures facilitation of knowledge building and knowledge sharing in the CO focusing on achievement of the following results:

· Organization of trainings for the operations/ projects staff on Finance.

· Synthesis of lessons learnt and best practices in Finance.

· Sound contributions to knowledge networks and communities of practice.




	IV. Impact of Results



	The key results have an impact on the overall CO efficiency in financial resources management and success in introduction and implementation of operational strategies.  Accurate, thoroughly researched and documented financial information, timely and appropriate delivery of services ensure client satisfaction and enhance UNDP credibility in use of financial resources.




	V. Competencies 



	Corporate Responsibility & teamwork:

· Serves and promotes the vision, mission, values, and strategic goals of UNDP

· Plans, prioritizes, and delivers tasks on time

· Participates effectively in a team-based, information-sharing environment, collaborating and cooperating with others

· Responds flexibly & positively to change through active involvement

People Skills

· Recognizes & responds appropriately to the ideas, interests, & concerns of others; gives credit to the contributions of others

· Promotes a learning environment; facilitates the development of individual and team competencies

Results-Orientation:
· Plans and produces quality results to meet established goals

· Generates innovative, practical solutions to challenging situations.

Partnering and Networking
· Seeks and applies knowledge, information, and best practices from within and outside UNDP

Innovation & Judgment

· Conceptualises and analyses problems to identify key issues, underlying problems and how they relate

· Strives for quality client-centered services (internal/external) when making decisions and taking action
Communication:
· Demonstrates effective written and oral communication skills
Job Knowledge & Expertise

· Demonstrates substantive and technical knowledge to meet responsibilities and post requirements with excellence

· Uses Information Technology effectively as a tool and resource

· Is motivated & demonstrates a capacity to pursue personal development & learn



	VI. Recruitment Qualifications



	Education:
	Master’s Degree or equivalent in Business Administration, Public Administration, Finance, Economics or related field.

	Experience:
	4 to 5 years of post Master’s relevant experience at the national or international level in providing management advisory services and/or managing staff and operational systems. Experience in the usage of computers and office software packages (MS Word, Excel, etc) and advance knowledge of spreadsheet and database packages, experience in handling of web based management systems.

	Language Requirements:
	Excellent communication and writing skills, excellent knowledge of English and Russian for daily communications and correspondence; knowledge of Kyrgyz is an asset.


	VII. Signatures-  Job  Description Certification



	Incumbent  (if applicable)

Name                                          Signature                                         Date

	Supervisor

Name                                          Signature                                         Date

	Chief Division/Section

Name                                          Signature                                        Date
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