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WORLD VISION VIETNAM
POSITION DESCRIPTION

	KEY POSITION INFORMATION

	Job Title
	MF Finance Manager
	HGL
	14

	Reports To
	MF National Program Manager 

	Department/Group
	Micro Finance Program
	Location
	Hanoi 


WORK CONTEXT / BACKGROUND:

Micro Finance Program – World Vision Vietnam (MFU) is an independently managed program that promotes transformational development through the provision of micro financial services. MFU was established since 2006.
Micro Finance program’s mission is to foster improvement in the quality of life among the clients in Vietnam by assisting the economically active poor and graduating the moderate and poorest of the poor into entrepreneurial skills. This will be accomplished through a sustainable Micro Finance program that provides access to loans, insurance and savings within program areas.  All aspects of the services that MF program delivers are built to lead the development of appropriate models, capacities and systems for Micro enterprise development in Vietnam, resulting in sustainable economic development as part of WVI transformational development ministry throughout Area Program (AP) communities.  

MF Program is structured in two management levels: central office in Hanoi and branch office at provincial and/ or regional level. All direct transactions with clients including clients screening, loan processing and loan collection are carried out at communities’ level through a network of local staff. 

At present, MF Program is operation in 11 districts mainly in the north and central of Vietnam.

PURPOSE OF POSITION: 

To support WV Vietnam to maintain high standard of financial stewardship.  

To manage MF Program’s treasury to ensure the sustainable operation and compliance with existing regulations. 

To supervise the accounting and finance management functions of the MF Program. 

	Role Dimension
	End Results Expected
	Time Spent

	Planning and system development 
	· Financial systems are established as required by VFI’s standardization and maintained in order to provide appropriate levels of security and controls over the organization's resources. 

· Financial transactions are ensured to comply with VFI policies and standards, local regulators requirement as well as MF Program’s finance manual.

· Technical oversight is provided to the Branch accountants in formulating the branch accounting system 
· Three – year financial projection is developed and regularly revised to incorporate into MF Program’s annual business plan. 
	20%

	Accounting and finance Implementation


	· Annual budget is accurately prepared, mid-year reviews are properly carried out and other budget revisions are timely made for both branches and national office as required.  
· Measures to enhance the credibility and objectivity of financial statements and reports are identified and implemented.
· Appropriate and cost effective financial policies, procedures, internal control system are established, reviewed and updated.
· The finance management manuals are regularly reviewed and updated with all changes related to policies and procedures. 
· Financial summary and analysis reports are reviewed.

· The preparation, updating and maintenance of program inventory, fixed asset records etc. are monitored. 
	35%

	Monitor, follow-up and reporting
 
	· Financial performance is continuously monitored against the operational and business plan; accomplishments and issues of concern are regularly informed to the National Program Manager and MF Program Advisory Board.

· The implementation of branch accounting system by Branch accountants is closely monitored; coaching and guidance are provided to them in a timely manner.

· The performance of the MF Finance Officer and Branch Accountants are closely supervised, monitored, coached, mentored to ensure high quality performance; inputs are provided to the annual performance appraisal exercise.

· Audit findings are followed up and recommendations are implemented.
· Financial/MIS reports are properly and in timely manner prepared & submitted to the national office, donors, support offices and VFI as required on a monthly, quarterly and annual basis. 

· Sunsystem software is well managed; accounting and finance relevant e-copies and files are backed up and secured on a monthly basis.

	25%

	Risk Management
	· Maintain and update Risk Management Framework (RMF), Risk Appetite (RA) Statement, and the Risk tolerances to ensure they remain appropriate to the MFI’s activities
· Prepare reports on risk changes and trends that will have impact on operations and finance
· Manage directly the safety and security within the MF Finance team based on guidance from MF Program manager and established WVV guidelines, through security assessment, planning and management.
· Take responsibility for personal security, accurately identify and assess the dangers and respond in the most appropriate way; take all good faith efforts to keep other WVV staff and property secure with guidance and instruction as being trained by WVV.
	10%

	Staff development
	· Necessary training and other support are identified and provided to MF Finance Officer and Branch accountants.
	10%


	No. Direct Report:
	3-8 
	Positions Supervised:
	MF Finance Officer, 
Zonal finance Officer 

Branch Accountants

	Other Reporting Relationships
	Regional Finance Manager Asia – Vision Fund International

	Financial Authority
	As per LOA of MFU

	Total Budget
	Around US$ 7,500,000

	Decision Making Authority
	 Within WVV Policies and Guidelines 


	Important Functional Relationships:

	
Contacts

	Reason for Contact
	Frequency of Contact 

(Daily, Weekly, Monthly)

	MF National Program Manager 
	Overall guidance and approval 
	Daily 

	VFI Regional Finance Manager 
	Guidance & reporting
	Weekly/ monthly

	Hanoi Finance Department 
	Funding, PD
	Daily/Weekly 

	Branch accountants
	Supervision, finance and accounting implementation
	Daily/Weekly

	Banks
	Transaction, information
	Daily/ weekly

	Operations Manager
	Policy review/ development
	Upon request

	HRD
	Staff recruitment
	Upon request


	Major Challenges:

	
Challenge

	Possible Approaches/Solutions

	·  Sunsystem operation
	· In depth training, on the job learning

	- Branch accountant competencies
	· CB for Branch accountants

	 - Branch Accountants are working in scattered areas 
	· Deepen Coordination skills 


	Knowledge, Skills, Abilities:

	Education
	· A Bachelor Degree in Accounting or Finance.
· A Chartered Accountant or Certified Public Accountant. 
	· Essential
· Preferred

	Knowledge & Skills
	· Knowledge of Generally Accepted Accounting Principles and a practical knowledge of financial systems and internal controls.  

· Knowledge of accounting theory and financial statements and government tax requirements.
· Strong accounting and finance management skills.

· Good oral and written communication skills, team building skills, and ability to work in a cross‑cultural environment with a multi‑national staff.  
· Good English skills (both spoken and written). 
· Good computer skills (Words, Excel, Access).
	· Essential 

· Essential 

· Essential 

· Essential 

· Essential 
· Essential

	Experience
	· At least 5 years relevant experience with minimum 3 years in a senior supervisory role.  
· Experience in treasury activities, establishment and monitoring of budgets, and an understanding of data processing concepts and systems
	· Essential
· Essential

	Work Environment
	· Requires continual mental concentration and attention to details.

· Strict requirement on integrity and accountability

· Strict deadlines must always be met and deadline induced mental stress is frequent.

· 15-20% time of field visits is expected

	Core Competencies: 


	Model Self-Management

I pay attention to my own well-being and resilience. I remain focused and resourceful through complexity, ambiguity and disruption, and I lead the way for others to do the same. I create an environment where staff members are safe, resilient, and have trusting, authentic relationships.

	
	Engage, Influence, Lead and Grow Others

I practice wise stewardship of those whom I influence and lead. I seek to grow and multiply the impact of individuals, groups and networks. Through timely truth telling with love, I nurture a supportive environment where we can meet challenges and be at our best.

	
	Run an Effective and Agile Organisation

I lead by example in focusing on and achieving the things that matter most. I create unity and trust by doing my part and holding others accountable, so that we can be relied upon to deliver results in an agile and responsive way.

	
	Develop the Organisation for the Future

I consistently look outward, and I learn and respond with creativity and innovation to transform the organisation for the future. I create an environment where others are empowered to discover new and better ways of doing things.
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