JOB DESCRIPTION

External Financial Consultant
Episcopal Church of Sudan Provincial Office, Juba, Sudan

Objective:  To provide a dedicated individual to play a support role in the financial organization of the ECS provincial office as envisioned by the Archbishop.  The vision of the Archbishop includes setting up of policies and procedures at the provincial level which can easily be duplicated or adapted at the diocesan level.  One consistent method of bookkeeping, as well as shared policies and procedures will allow the Archbishop and the Finance Staff to effectively oversee provincial and diocesan finances.  In addition, the systems will provide transparency in record keeping which is essential for engendering donor confidence.
Job Overview:  Provide support to The Most Rev. Daniel Deng Bul Yak, Archbishop of the ECS and his efforts to organize, maintain, and report accurate financial books, safeguard cash, provide cost -effective use of resources, train and mentor the Provincial Chief Accountant and Bookkeeper and provide methods of transparency to donors and among the provincial office and dioceses.  
Responsibilities:  
· Mentor and train the current financial staff.  This includes acquiring a thorough understanding of the operation of the financial office and setting up appropriate financial systems
· Review all current forms, policies and procedures and make recommendations and implement changes at the direction of the Archbishop.  Audit current books, make recommendations for improved controls, and establish a process to secure annual independent audits
· Perform, or supervise, daily functions, including (but not limited to) recording all cash, check and bank transfer transactions, maintaining cash and bank ledgers, reconciling cash in safe to cash on books and in bank account

· Develop detailed project, provincial or diocesan ledger sheets which account for receipts and disbursements, trigger prompt timely remittance of payments due, and show available funds at a glance
· Assess filing systems and make necessary changes to ensure financial documents are easily accessible and logically organized

· Assist with budget planning and creation of spreadsheets
· Assist with payroll processing, including use of spreadsheets, verification of time keeping methods, preparation and distribution of pay

· Identify reporting requirements to governmental agencies and establish a means for their completion

· Train staff on the effective use of office systems including  but not limited to e-mail, QuickBooks, Word and Excel

· Establish procedure to acknowledge donor gifts and provide donor reports in a timely manner
· Establish best practices in transparent accounting and train staff to implement them
Professional Qualifications:

· A minimum of 3-5 years financial management and accounting experience
· Ability to understand and respect the local culture and work within the guidelines set by the Archbishop, diplomacy
· Strong organizational, analytical and reasoning skills

· Excellent oral and written communication skills
· Superior problem-solving capability

· Demonstrated ability to motivate others
· Ability to multi-task

Personal Qualifications:

· Christian who seeks God’s wisdom and guidance

· Mature

· Firm, yet fair
· Reliable and responsible
· Flexible

