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	Role Profile




	Job Title
	Accounts Officer 

	Directorate or Region
	MENA
	Department/Country
	Business Support Services / 

	Location of post
	Tunis , Tunisia 
	Pay Band
	H

	Reports to
	Business Support Services (BSS) Manager 
	Duration of job
	Two Years Renewable 

	Purpose of job:  
To support BSS Manager to ensure smooth and efficient running of British Council support services and services which meet corporate standards. These include financial services and processes that meet corporate standards; facilities and HR services to support the operation in meeting country and regional objectives; as well as to maintain an appropriate working environment for staff and visitors, which is safe, comfortable and efficient and makes a positive statement about Britain and British Council to clients, customers and staff.  
Contexte and environment: (e.g. dept description, region description, organogram) 
The BC Tunis BSS team has 1 BSS Manager, 1 Accounts Officer, 1 BSS Officer, 1 Premises Manager, 1 Premises supervisor, 1 Driver and 9 Security Guards.
Accountabilities, responsibilities and main duties: 

Accounts Officer is direct line managed by the BSS Manager and closely working with the BSS Officer. 

Conducting all OSO7 duties. Acting as a contact point for queries and request from the HUB resolving issues regarding unmatched/blocked Purchase Orders, rejected payments and bank reconciliation inquiries.

Management of all offline payments and any offline receipts for cash/cheques.

Collate information from management and finalise the salary spreadsheet.
Finance Admin (FABS 0S role) 

· Support the BSS Manager and ensure that all Finance related responsibilities are carried out as per the Essential Finance Framework. 
· Verify, at the end of the month that the income from different Departments (TC, Exams) is posted and cleared.
· Responsible for keeping keys for office safe and for keeping cash, cheques and bank drafts in safe.
· Prepare Teaching Centre refunds and ensure posting on FABS. Prepare refund cheques for TC

· Courier Payments for the office including Exams refunds.
· Terminal Gratuity: make sure monthly adjustment is posted and calculate payment to leavers.
· Lease and Pre paid Accruals: ensuring any deferred income for Teaching Centre and Exams is posted on monthly basis.  
· Check the GL for Cash Desks and ZCASH making sure money is banked and cleared.
· Create Purchase Orders

· Manage Open Purchase Orders, Open Items

· Vendor Data Management

· Prepare Offline cheques, complete and send the report to the HUB.
· Prepare Exams Refund and posting on FABS
· Provide support to BSS Manager for all finance related matters
· Check teachers payroll, prepare Admin salaries with all additional calculations for finalising the payroll, informing the HUB regarding teachers GBP transfers and informing local bank regarding transfers for all teachers and non-teaching staff. Parking on to FABS.
· Support Teaching Assistant Teaching Centre Manager with WBS (cost and charging) report reviews.
General Administration 
· Provide support to BSS Manager to ensure smooth running of the office.  
· Support BSS Manager to ensure that facilities and fixed assets including office and staff premises, Security, maintenance services and equipment meet corporate standards.
· Line manage the office driver for Tunis office.
· Undertake other general administration duties as requested by BSS Manager

Key relationships: (include internal and external) 

Internal: British Council staff (Exams, Teaching Centre, Projects and BSS).

External: Suppliers and Contractors
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
Occasional Travel to other BC offices if required.


	Please specify any passport/visa and/or nationality requirement.
	NA

	Please indicate if any security or legal checks are required 
for this role.
	Police Check 


Person Specification
	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Working together: (essential)

Establishing a genuinely common goal with others
Making it happen: (essential)

Delivering clear results for the British Council
Being accountable (essential)

Delivering my best work in order to meet my commitments

	
	Interview 
Interview
Interview


	
	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
Connecting with others: (essential)

Making regular opportunities to understand others better
	
	Required for the role but not assessed at application stage


	Skills and Knowledge
	IT Skills (all levels of responsibility) Level 1

Communication Skills – Level 1

Financial Planning & Management (all levels of responsibility) – Level 1

Marketing & Customer Service (Understanding and responding to customer needs) – Level 1
Fluent English, French and Arabic (spoken and written)
	Basic Level of written and spoken , Arabic , English and French 
	Short listing 
and/or Interview 

	Experience
	At least 2 years’ experience in a Finance and Admin role.
	SAP Experience
	Short listing 
and/or Interview

	Qualifications
	Basic Accounting Degree
	
	Short listing and/or interview


	Submitted by
	Imen Aouji
	Date
	05.11.2015
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