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JOB ANNOUNCEMENT

Headquarters Program Finance Manager, MMDP
(New York, NY or Washington, DC)



Established in 1915 with Helen Keller as a founding trustee, Helen Keller International (HKI) is dedicated to saving the sight and lives of the most vulnerable and disadvantaged.  Headquartered in New York City and a satellite office in Washington D.C., HKI currently conducts programs in 21 countries in Africa and Asia, as well as in the United States.  Renowned for its reliability, efficiency and high level of technical expertise, HKI promotes the development of sustainable, large-scale programs that deliver effective preventative and curative services for nutrition, eye health, and neglected tropical diseases.  The hallmark of the organization’s work is its proven success in developing, testing, and scaling-up health interventions, and integrating them within government and community structures to support and build local capacity and sustainable solutions.


Background
HKI will be leading the implementation of Morbidity Management and Disability Prevention for Blinding Trachoma and Lymphatic Filariasis (MMPD) activities, under a five year, $35 million Cooperative Agreement with USAID.  This activity will provide USAID, the Bureau for Global Health (GH), and the NTD Program with assistance to strengthen MMDP components within national NTD plans and achieve elimination goals for trachoma and lymphatic filariasis (LF); and will assist countries in planning, implementing, and monitoring the scale‐up of high‐quality treatment and care services for affected individuals.


Scope of the Position 
The Headquarters Program Finance Manager is responsible for the overall financial management of the MMDP award.  S/he will manage a collaborative effort with the Regional Program Finance Manager, Grants & Contract (G&C) Manager, and senior headquarters and field staff to oversee financial policies and procedures supporting HKI’s administration and management of the MMDP agreement and sub-agreements; and the implementation of financial oversight mechanisms to ensure financial integrity and compliance with donor requirements across the program.  S/he will serve as the financial liaison to USAID, international sub-recipients and HKI HQ and regional offices and will represent HKI at US and international donor and project partner meetings and ensure consolidation of annual project and fixed obligation grant budgets, financial reports, strong tracking of program expenditures, continual analysis of cash flow, ensuring compliance with HKI and donor policies.


Functional Relationships
This position will report directly to the Project Director within the Program department, and have a dotted line reporting to Senior Budget & Finance Manager in the Finance department. This position will, therefore, serve as a member of both the MMDP team and the Finance department, ensuring congruity and consistency of financial policies and procedures.
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Specific Responsibilities

Financial Management
· Provide overall financial oversight to the MMDP program at all stages including timely preparation of budgets, FOGs, and financial reports.
· Maintain primary relationship with USAID and international sub-recipients. Correspond with USAID on all financial requests and questions. 
· Prepare consolidated monthly and quarterly financial reports for USAID. 
· On a monthly basis, carefully track and report consolidated project expenses, burn rates, and cash received from USAID.
· Develop and update project-specific budget and financial reporting templates for HKI and sub-recipients, as requested by the donor.
· Maintain and monitor a consolidated sub-award financial tracking tool for the whole project.
· Coordinate review of all requests from sub-recipients for prior approvals (international travel, procurements) and budget modifications with G&C.
· Facilitate the response to audit requests from USAID.
· Assist the Regional Program Finance Manager to prepare:
· Budgets and budget narratives for HKI that are accurate, reasonable, consistent with the work plan, and adhere to donor and HKI policies.
· Fixed Obligation Grant (FOG) packages.

Award Management
In conjunction with the G&C Unit:
· Review all financial implications of grant agreements, sub-awards, contracts, and FOGs to ensure that key processes are followed so that grant risk assessment receives consistent attention and direct support.
· Ensure G&C has all the financial data required to comply with FFATA requirements. 
· Create, monitor, and track compliance with schedule of single audits for US-based and International NGOs that spent $300,000 or more during their fiscal year.

Training and Site Visits
· Provide expertise, advice, and training to MMDP staff to build their understanding of financial terms, conditions, and standards to ensure that programs are delivered with minimized compliance risk; and work collaboratively with Regional Office staff to train and build capacity of local national staff.
· Travel to train and support colleagues, monitor financial management of the MMDP project, and conduct site visits to Ministry of Health project locations and sub-recipient offices.

Standards and Systems Development
· Collaborate with colleagues to implement guidelines, procedures, standards, work processes, manuals, metrics, and methodologies for a successful and comprehensive financial management system applicable to this specific project.
· Contribute to the development of and implement toolkits in collaboration with Finance  colleagues to ensure effective and efficient operations
· In conjunction with the G&C Unit, stay abreast of new USAID financial regulations and assist in integrating new regulations into HKI policies.
· Raise red flags to management of any possible non-compliance at all levels.




Requirements
· Minimum 6-8 years relevant work experience plus Master’s Degree in business administration, public administration, finance, accounting, or related field; plus
· Minimum of five years experience with USAID-funded programs in developing countries; or equivalent combination of education and experience.
· Experience living and working overseas supporting financial management responsibilities for a field office strongly preferred.
· Solid knowledge of administrative regulations applicable to assistance and acquisition including OMB Circular A-122; USAID Standard Provisions; 22 CFR 226; 22 CFR 228; AAPDS.
· Solid knowledge of other donor regulations including other foreign government development agencies, and other multilateral development agencies is a plus.
· Demonstrated understanding of the synergy between the programmatic, operational and financial components of public health initiatives.
· Proven ability to create and maintain effective systems for managing information, and tools for making information accessible and understandable to a broad audience.
· Ability and willingness to work in a decentralized organizational structure with a highly collaborative approach, and in a headquarters culture that sees itself as “of-service” to the field.
· Excellent interpersonal skills including active listening skills, the ability to communicate effectively across cultures, to negotiate effectively with internal and external colleagues and to manage conflict.
· Experience managing staff and mentoring colleagues 
· Ability to explain complex legal, regulatory, budget and financial information to a broad range of individuals from various backgrounds.
· Experience conducting trainings for field office staff and in-country partners with a wide range of skills and prior knowledge.
· Highly computer literate including very strong Excel skills, and solid knowledge of database management.  Experience in the use of various financial software packages and accounting procedures a strong plus.
· Willingness and ability to undertake field travel (approximately 3-4 international trips and 3-4 domestic trips per year).
· Oral and written proficiency in French is strongly preferred.


To Apply:
Qualified candidates should submit a cover letter and resume to HKI.Recruitment@hki.org noting the job title in the subject line.  Applications will be accepted until the position is filled.

No calls, please.
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