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ROLE PROFILE     
	Title
	Country Office Accountant

	Functional Area (job family/role type) 
	Finance

	Discipline/field
	Finance and Accounting

	Specialism
	Accounting

	Reports to:
	Senior Country Accountant

	Office location:
	Country Office
	Travel required:
	10%

	Geographical scope of role
	PA

	
	

	Effective Date:
	August 2024
	Level:
	13


role PURPOSE

[bookmark: _Hlk65481737]Plan International is a rights-based development and humanitarian organization working for better lives for all children. We are independent of government and have no political or religious affiliation. Our purpose is to strive for a just world that advances children’s rights and equality for girls. We have been building powerful partnerships for children for more than 80 years, and are now active in more than 70 countries.

Our global strategy has a specific focus on girls, as they are often the most marginalized and most often left behind. We have committed ourselves to the ambitious target of reaching 100 million girls over 5 years, to ensure they can learn, lead, decide and thrive. This is our contribution to reaching the sustainable development goals, and in particular the goals on gender equality. Our organization is transforming itself to meet this enormous challenge everywhere we work. We need bold, forward-thinking and innovative individuals to lead our country operations, driving change and delivering results that will allow us to have Girls Standing Strong for Global Change.  

Plan started working in Egypt in 1981 and has a presence in ten of the 27 governorates in which the country including Greater Cairo, Alexandria, Giza, Beheira, Kalyoubia, Damietta, Qena, Assuit and Sohag. Plan international Egypt implements programmes designed to enable communities to improve the lives of the most marginalised children and their families. Plan Egypt’s Country Strategy focuses on five strategic objectives.
Through a five-interconnected, gender transformative and context-fit country objectives, PIE intends along with the various stakeholders at all levels to continue delivering positive and transformative changes so that “Children, especially girls, and young people grow up in an enabling environment, realizing their rights and contributing in both development and humanitarian settings as active agents of change”. 

This role is responsible for disbursement and receipt of cash resources, depositing of cash collected, maintenance of inventory records, issuing and monitoring staff advance and contracts settlements, filing of all financial records in addition to handle the with-hold tax recording and payment through the Tax authority site for all plan Egypt offices. 

management scope, reporting lines, key relationships

Scope
This Role will be based in CO and will play a key role in supporting strategic activities that get implemented in the layer of CO through handling all types of procurement, sundry and contracts payments, also issuing staff travel and purchase advances and settlements Support CO finance team in the monthly closure processes and participate in the monthly reporting and reconciliations. This Role will require a high level of dedication and organizing in addition to a good communication skills and techniques with CO departments and other PA offices.
Direct reports – None
Reports to: Senior Country Accountant
Key relationships 
Internal
· Program Area Managers and Project Managers
· PA Accountants and Finance Officers
· Regional functional and thematic leads
· Functional departments Heads
· Plan Inc. National Organizations
External
· National and Local authorities
· Tax authorities
· Partner organisations
· Other INGOs 

Level of contact with children
Low contact: Low interaction with children 

PHYSICAL ENVIRONMENT
· Typical Office environment with desk and computer.

Accountabilities and MAIN WORK ACTIVITIES
Accounting
· Review all Country Office payment requests and follow up on any pending comment with requester.
· Proper control of the supporting documents for payments and financial reports for projects to assure the package is fulfilled and complied with Plan Policies and profession standards.
· Preparation of all types of vouchers and execution of payments whether online transfers or manual cheques.
· Review settlements’ supporting documents and make sure that all supporting documents 
· Handle with-hold tax forms and payment in terms of recording on Electronic Tax Authority Site for all plan Egypt offices. 
· Participate in annual budgeting process, through facilitating and reviewing operating budget.
· Review the petty cash settlements and do the disbursement on time. 
· Continuous monitoring and reconciling balance sheet accounts for CO and follow up all plan Egypt offices. 
· Monitor the progress of contracts’ payments and file the annual contracts and its annexes.
· Handle tender insurance deposits and assure that all cash receipts reflected in the system accurately.
· Filing of all departmental correspondence after the financial transaction on sequent manner.
· Scan and file all accounting supporting documents monthly basis for any transactions related to CO and closure package hard copy and soft copy
· Handle exporting the audit requested sample of accurately coded payment packages and GL entries. 
· Support in external and internal audit for any payments related to CO and all payroll supporting documents for all plan Egypt offices
· Contribute to the preparation of CO monthly/quarterly/year-end schedules 
· Provide technical assistance and training on corporate finance systems to all finance staff. 
· Provide various Management and internal reports for monitoring purposes.
· Executes other tasks as assigned by line manager.

· Review the CO operations and salaries POs/modifications in SAP (Non-grants) 
· Review cash disbursement non-grants vouchers 
· Prepare the target bank balance report 
· Review the overtime calculations & related timesheets 
· Calculate and upload the all payroll deductions as income tax and, Social Insurance , pension fund , life insurance , medical insurance for the country and any other deduction related to payroll
· Monitor staff advances and prepare the monthly reconciliations 
· Review and reconcile the general ledger balances on monthly basis 
· Support PIE for prepare the monthly cash forecast 
· Timely submissions of SAP export file to BPC, and SAP Monthly closing reports. 
· Contribute to the preparation of CO year end schedules and ensure they are reflected in the financial system 
· Consolidate Plan Egypt Cash forecast request and submit it Global Hub.
· Manage cash resources among Plan Egypt offices and provide regular support and orientation for the PUs to ensure the optimal use of Plan cash resources 
· Post monthly cash forecast transfers to PUs 
· Monitor and follow up all expected income of grants of Plan Egypt
· Prepare calculation of monthly salaries for Plan Egypt and review HR inputs 
· Pay Plan Egypt staff salaries in addition to all payroll deductions of Income Tax and Social Insurance
· Post CO Journal voucher for Salaries, fringe benefits and transportation
· Pay all Plan staff transportation in addition to the monthly/quarterly/semi-annual benefits 
· Responsible for country office treasury, handling any staff advances balance , and deposit weekly basis 
· Calculating all grants-closure-related postings of salaries, fringe benefits final dues for Plan Egypt projects
· Mange the Consolidation of withhold tax payment and upload on tax portal  
· Follow up with the bank for all of the corporate deal issues of Plan Egypt and online modules issues
· Prepare and handle the authority mapping of users and authorizers and delegation for Plan Egypt offices 
· Prepare the monthly bank reconciliation reports for CO accounts (Revision of PUs’ bank reconciliation) 
· Facilitate any requirements for reporting of Plan Egypt bank accounts reporting
· Participate in all purchasing committee in the country level tenders 
· Perform the financial review for all of Plan Egypt centralized contracts 
· Review all Country office payments and intercompany 
· Review all Country office non-grants adjustments
· Responsible of Fixed assets acquisition, disposal and post monthly depreciation for Plan Egypt Fixed Assets 
· Contribute in preparing the year-end/month-end closure schedules
· Mange the Consolidation of income tax payment and upload on tax portal  
· Create SAP vendor number for any new staff , accounting approval for external vendor creation 

Partnership
· Provide technical support on Accounting to partners based on the capacity plan in place;
· In coordination with the Localization Advisor and the Finance Manager, provide capacity building on Accounting to partners.

Safeguarding Children and Young People and Gender Equality and Inclusion (GEI)
· Understands and puts into practice the responsibilities under Safeguarding and GEI policies and Plan International’s Code of Conduct (CoC), ensuring that concerns are reported and managed in accordance with the appropriate procedures.
· Ensures that Humanitarian Program staff are properly inducted on and understands their role in upholding Plan International’s safeguarding and GEI policies;
· Ensures that Plan International’s global policies for Safeguarding Children and Young People and Gender Equality and Inclusion are fully embedded in project design, during implementation and as principles applied in day-to-day work of Programme team; 
· Ensures that Plan Egypt contributes to Plan International’s global efforts to ensure safeguarding and GEI, including making sure that relevant reporting and data are submitted.  

Leadership COMPETENCIES
· [bookmark: _Hlk42971607]Courageous in taking a lead, focussed on Plan International's purpose and making the most effective contribution within my own work context.
· Behaves in line with our values and safeguarding practices, inside and outside work. 
· Challenges own attitudes, unconscious bias and behaviour and speaks up when they see wrong doing, especially by those who use their power over others to create fear or abuse.
· Understand and adhere to the policies, processes, practices and standards relevant to own work and keeps their knowledge and skills up to date.
· Honest and efficient in use of resources, including own time.
· Takes responsibility for own performance and development: reflecting; seeking and listening to feedback; learning from mistakes; finding people or resources to help them learn.
· Constructive and optimistic in facing setbacks, challenges and change, using own initiative to analyse issues and improve things.
· Good team player, communicating effectively and being open and supportive towards those around them.

BUSINESS MANAGEMENT COMPETENCIES 
· Articulates the purpose, values, and global strategy to a range of audiences. Can explain how Plan International will deliver on its objectives through the theory of change and communicates the implications for their team.		
· Understands the purpose, lines of accountability and decision-making capacity for each structural element of the organisation. Helps their team to understand where they sit within the organisational structure.
· Manages partner relationships effectively by: anticipating future need; appointing based on programme and organisational needs; communicating Plan International’s core standards; undertaking assessments and reviews.
· Aware of the programme and project management procedures relevant to their role.
· Considerate of the political, economic, social and cultural climate of the local operating environment and the implications for our work and are aware of the local business environment, including financial, employment, and business laws.  
· Understands digital enablers to improve team performance and working practices. Encourages digital behaviours through role modelling, the personal development processes and capability building. Uses digital and technological tools to support the management of risk, activities and resources, and people and information.   

Technical expertise, skills and knowledge
Qualifications/ experience essential:
Qualifications
· Bachelor’s degree in finance or accounting or related area; 
· ACCA/CPA/CIMA fully qualified
· 3-4 years of experience in Accounting position with a proven record of success preferably in INGO Sector or demonstrated equivalent combination.
· Proven experiences and ability to coordinate and collaborate with different civil society and Community based organization. 
· Knowledge and understanding of the grants acquisition and management process and Finance’ role in this, including cost recovery processes.
· Knowledge and understanding of how to provide effective Finance support in the event of a disaster and how to prepare to do this.
Skills 
· Up-to-date knowledge of the operating environment and skills in contextualizing operations.
· Eloquent appreciation of budgeting and budgetary control;
· Experience in leading team, coaching and mentoring, especially managing a large team.
· Excellent experience in conflict resolution. 
· Results oriented and metrics driven
· Exceptional time management and able to solve problems
· Confident to present results to an audience
· Strategic thinking, planning and creative problem-solving skills
· Ability to work under pressure
· Ability to collaborate with upper management to organize, plan and achieve company financial goals
· INGO experience is an added advantage
· Strong analytical skills 
· Excellent communication skills 
· Problem solving skills
· Excellent interpersonal skills 
· Proficient in computer skills and use of relevant accounting software package such SAP
tECHNICAL cOMPETENCIES
Knowledge:

· Advanced level of accounting principles
· Advanced understanding of INGOs and or Plan financial procedures 
· Intermediate knowledge of the rationale and practical implications of being rights-based, gender transformative, participatory, working in partnership; evidence-based and working to strengthen civil society.
· Strong knowledge of systems logic;
· Ensures that strategy, policy, standards and plans related to own field(s) of expertise are based on rigorous internal and external evidence, including examples of effective practices.

Behaviour
· Acts decisively and adapts plans quickly to respond to emerging situations and changing environments
· Helps others to recognise and manage stress by showing empathy, prioritising workload and role modelling self-care in stressful situations
· Promotes and guarantees safety and security behaviours and procedures for self and the team. 
· Takes the time and patience to understand the concerns of other people and takes care of them as individuals.
· Avoids any negative impact of implementation – Do No Harm 
· Promote individual and organisational learning through systematic reflection processes, documentation, dissemination and knowledge management.
· Adapting to local political frameworks and processes including in fragile contexts, conflict or political transitions and changes to national, regional human rights frameworks and mechanisms, and governance processes. 

PLAN INTERNATIONAL’S VALUES IN PRACTICE
We are open and accountable
We create a climate of trust inside and outside the organization by being open, honest and transparent. We hold ourselves and others to account for the decisions we make and for our impact on others, while doing what we say we will do.

We strive for lasting impact
We strive to achieve significant and lasting impact on the lives of children and young people, and to secure equality for girls. We challenge ourselves to be bold, courageous, responsive, focused and innovative.

We work well together
We succeed by working effectively with others, inside and outside the organization, including our sponsors and donors. We actively support our colleagues, helping them to achieve their goals. We come together to create and implement solutions in our teams, across Plan International, with children, girls, young people, communities and our partners.

We are inclusive and empowering
We respect all people, appreciate differences and challenge inequality in our programmes and our workplace. We support children, girls and young people to increase their confidence and to change their own lives. We empower our staff to give their best and develop their potential.

Plan International LOCATION-TITLE-STATUS-CONFIDENTIALITY-LANGUAGE-DATE

plan-international.org		Role Profile	2
image1.jpeg
[ Y 4 &
-
-
.
v ““

INTERNATIONAL





