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	Role Profile




	Job Title
	Resources and Finance Assistant

	Directorate or Region
	Americas
	Department/Country
	Canada

	Location of post
	Toronto
	Pay Band
	4/H

	Reports to
	Resources and Finance Manager
	Duration of job
	6 months

	Purpose of job:
To support the Canada operation effectively in areas of Management, Finance, Accounting, Facilities, IT, Human Resources and Equal Opportunity and Diversity. All duties to comply with corporate policies and local legislations.
Context and environment: 

The British Council in Canada is partly UK government grant funded not-for-profit organisation.  Canada is a key commercial, cultural and educational partner for the UK and we need to increase the impact of our operation.  In Canada, the British Council works in Education, Society and the Arts.  We also have limited presence in the English language sector.  
The British Council’s diversity policies and framework of values – integrity, professionalism, creativity, valuing people and mutuality, are embedded in all our work and behaviours.

This support role to the Resources and Finance Manager will contribute to the delivery of our country strategy while operating within frugal financial environment.

Accountabilities, responsibilities and main duties: 

Human Resources (HR) – support the Resources Manager in all areas of HR, including but not limited to payroll reconciliations, issuing routine employee contracts, processing incoming and outgoing employees, updating HR records, ensuring all processes comply with British Council policies and procedures and all local legislations.
Finance – support the Finance Manager in all areas of Finance, ensuring financial and accounting compliance with the aim of improving performance and offshoring some financial functions to the Region. Duties include but not limited to assisting in the Accounts Payable (processing payments, raising POs, invoice receipting, etc…) and Accounts Receivable processes (raising sales order, cash journals, bank deposits, etc…). Assist in raising general journals, bank reconciliations, cash flow and procurement. Perform internal audit such as travel claims, credit card and office mobile account. Assist Finance Manager and Project Managers in managing budgets and reporting. 
Administration – support the Resources Manager in other areas such as Facilities, Health and Safety and IT. Backup the Executive Assistant in running the offices (i.e. setting up meetings, agenda, programmes, travel bookings, maintaining office equipment and files, answer the phone and front desk, provide certification of document services, circulate in/out mail, daily IT backup, troubleshooting IT with our IT support services)
Equal Opportunity and Diversity (EOD) – ensure policies are embedded in all are processes and engage and contribute to mainstreaming EOD principles in our offices in Canada. Backup and support EOD Co-ordinator and team Canada.
Key relationships:
Internal: Resources and Finance Manager, Project Managers, Country Director, Executive Assistant, Interns, IELTS colleagues, Global Service Desk (IT/SAP/Finance), Global Estate Team, 
External:  British High Commission (Payroll), HSBC Bank Canada, Gaeltek (local IT support), Vendors (include employment agencies), Job applicants, Customers
Other important features or requirements of the job 

Unsocial hours, weekend work and travel may be required. 


	Please specify any passport/visa and/or nationality requirement.
	The right to work in Canada.  The British Council is not able to support or sponsor work visa applications. 

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


Person Specification
	
	Essential 
	Assessment stage

	Behaviours 
	Creating shared purpose (essential):

Communicating an engaging picture of how we can work together.

Connecting with Others (essential):

Making regular opportunities to understand others better
Making it happen  (more demanding):

Challenging myself and others to deliver and measure better results
Shaping the future (essential):

Looking for ways in which we can do things better
Being accountable (more demanding):

Putting the needs of the team or British Council ahead of my own
Working together (essential):

Establishing a genuinely common goal with others

	Interview



	Skills and Knowledge
	Financial Planning and Management
· Risk Management (Level 1)
· Planning and Forecasting (Level 1) 
· Monitoring and Reporting (Level 1) 
· Receipts/Payment Process (Level 2) 
Human Resources Management
· Resourcing (Level 2)
Computer Skills
· Using Outlook, Excel and Internet Explorer and Word (Level 2)

	Short listing 
& Interview 

	Experience
	Proven bookkeeping and accounting experience using business management and accounting systems.
Working with SAP (desirable).
Worked with different accounting software.

Processing payroll and recruiting.
Experience working in an international organisation (desirable).

	Short listing 
& Interview

	Qualifications
	Fluent English (written and spoken)

Ability to communicate in French (desirable)
University Degree with emphasis on business management/accounting and Human Resources (HR) with some experience in related field or significant experience in Accounting and Human Resources
	Short listing
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