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Vanuatu Meteorology and Geo-hazards Department (VMGD)

Project Management Unit (PMU)

Finance Officer
Terms of Reference
Position:


Finance Officer
Location: 


Vanuatu Meteorology and Geo-hazard Department (VMGD)
Duration:


1 year contract, renewable
Expected date of Start:  
April 2015

VMGD PMU Background

A Project Management Unit (PMU) has been established within the Vanuatu Meteorological and Geo-hazards Department (VMGD) to coordinate implementation of donor financed projects. The PMU is responsible for overall project management including: procurement; planning; budgeting; supervision; financial management; and maintenance of the project accounts for donor financed projects under the authority of the National Advisory Board on Climate Change and Disaster Risk Reduction (NAB). The PMU works closely with several sectoral agencies that are directly responsible for implementation of technical project components. 
World Bank administered Projects currently managed by VMGD PMU include, but are not limited to:

Managing Disaster Risk Reduction Project (MDRR)
Vanuatu has over the past decade continuously improved its hazard monitoring and warning services and has taken the lead within the region in creating a national hazard observatory housing the recently established VMGD, as well as the National Disaster Management Office (NDMO) in a state-of-the-art purpose build warning center.  With the integration of the geo-hazard section into the meteorological service the lack of appropriate warning procedures for geo-hazards and the limited capacity to provide end-to-end warning services, in particular for tsunami, became apparent. 

2To this end, VMGD and NDMO with the support of the World Bank have successfully secured funding from the Japanese Government through the Japan Policy and Human Resource Development (PHRD) Technical Assistance Program to address these needs. In particular the Project has the following components:
1. Risk Mapping to Support Urban Preparedness and Planning,

2. Tsunami Warning System for Urban Area,

3. Integration of disaster risk reduction and climate change adaptation activities,

4. Project Monitoring and Evaluation, and

5. Project Management.

Increasing Resilience to Climate Change and Natural Hazards Project (IRCCNH)
A Government of Vanuatu/GEF/EU/GFDRR project with the objective to improve the resilience of Vanuatu smallholders and rural communities to the impact of climate variability and change on food and water security and on livelihoods. The IRCCNH consists of four components:
1. Institutional Strengthening for Climate Change and Disaster Management;

2. Increasing Community Resilience on Active Volcanic Islands and in Coastal Areas; 

3. Promotion of Improved Technologies for Food Crop Production and Resilience to Climate Change; and 

4. Rural Water Security.
Forest Carbon Partnership Facility Project (FCPF)
The objective of the Vanuatu FCPF project is to strengthen Vanuatu’s institutional capacity to design a socially and environmentally inclusive national strategy for reducing emissions from deforestation and forest degradation; and for conservation, sustainable forest management, and enhancement of forest carbon stocks. The grant will fund for four component, which will support: 

1. Institutional management arrangements for REDD+, including technical assistance to the REDD+ Unit, PMU, NAB, REDD+ Technical Committee and the provincial REDD+ committees; 

2. Strengthening of the decentralized structure for stakeholder engagement, consultation and communication as well as the establishment of a national Feedback and Grievance Redress Mechanism (FGRM); 

3. analytical studies on drivers of deforestation and forest degradation, REDD+ strategy options, benefit sharing, and legal harmonization of land and carbon rights; and

4. The Strategic Environmental and Social Assessment (SESA) process.

And any other project that comes under the authority of VMGD.

Description

VMGD is seeking a qualified Finance Officer experienced in Accounting and Finance Management to work closely with the projects’ Implementing Agencies, the relevant stakeholders, and with the PMU team. The Finance Officer will support Finance Management for World Bank financed development projects managed by the PMU, ensuring the accounts and managing the finance under those projects is carried out in accordance with the Financing Agreements, the World Bank Disbursement Guidelines, and the requirements of the PFEM Act.

Base and Line of Reporting
The Finance Officer will be based in the Project Management Unit (PMU) hosted in the Vanuatu Meteorological and Geo-hazards Department. 
The incumbent will report for day to day matters including agreement of work programs to the PMU Manager. 
The Finance Officer will work closely with other officers, technicians, supervisors within the PMU team and with the Implementing Agencies, and in particular with the Project Coordinators of each project. The Finance Officer will also work collaboratively with MFEM and other line Ministries and Provincial Governments as applicable.

Key Tasks and Responsibilities

The Finance Officer acting in accordance within agreed Projects budget provided by the Project Manager and the Program Coordinators, will be responsible for the day-to-day activities relating to Finance and Account management under IRCCNH and MDRR, and other projects which may come on board. 

Specifically, the Finance Officer will carry out (but not be limited to) the following tasks:
· Maintain and update inventory of fixed assets,
· Reconcile bank ledgers on a monthly basis,
· Prepare payment vouchers under SmartStream system, including conforming to all SmartStream system requirements, and following up any payment queries or delays, to ensure that eligible payments are processed promptly,
· Filing of payment and other vouchers, and all supporting documents, to ensure a proper audit trail,
· Verify invoices, claims and quotations approved by the Manager and program coordinators, and ensure payments are processed under the applicable regulations,
· Obtain and process VAT and duty exemptions,
· Collect cheque(s) from MFEM with the required signatures for payment in cash, where applicable,
· Support the Senior Finance Officer in the maintaining of accounting records and preparation of project financial reports,
· Keep the Senior Finance Officer, PMU Manager and project coordinators informed of key aspects of the financial information, and any deficiency in the internal control environment,
· Comply with financial management aspects of projects and programmes as required by development partners,
· Assist the PMU team in the development of financial projections for annual work and operating plan,
· Work along with the PMU Procurement Officer to receive contract documents and review payment clauses in contracts,
· Facilitate project audit works,
· Prepare action plans to resolve any deficiencies found during audits,
· Maintain & update the contracts register,
· Assist the Senior Finance Officer, PMU and Project Advisor with other financial tasks as required , and
· Perform any other related duties required for the effective functioning of the projects.

Expected Deliverables and Reports
The Finance Officer is expected to deliver the following deliverables:

Payment Management:
· Payments are made to respective service providers based on the activities and procurement plans, and in accordance with the applicable regulations,
· Logbook of LPO details demonstrates efficient preparation,

· LPO Status on Smart-stream database demonstrates payments made on time,

· Logbook of New Vendor ID application demonstrates efficient application and process, and

· Withdrawal Application to World Bank.

Financial Management:
· Monthly and Quarterly Financial Reports are accurate and submitted timely, through Senior Finance Officer,
· Annual Financial Statements are accurate and submitted timely, through Senior Finance Officer, and audits are facilitated efficiently,

· Progress reports, queries responses, as requested by PMU,
· Filing is clear and up to date,
· Input into the Projects Operational Manual, and
· Other tasks as instructed or delegated by the Senior Finance Officer or Projects Manager.

Required Qualifications
· Graduate in Accounting or Financial Administration/Management and/or any other relevant field, from a recognized institute or university,
· Excellent writing skills, and ability to prepare clear, concise reports and presentations to a broad range of audiences,
· Excellent communication and inter-personal skills,
· Competent in the use of computer applications, and at a minimum, Excel and MS Word, and

· Fluent in spoken and written English and Bislama, with French an advantage.
Desirable
· Experience in position with similar responsibilities,

· Experience with Government of Vanuatu finance system,
· Ability to work with a range of agencies at the national level,
· Previous experience with donor financed programs,
· A valid driver’s license,
· Demonstrated ability to work under pressure, to manage multiple deadlines and to pay attention to detail ensuring accuracy in outputs,
· Demonstrated preparedness to be adaptable and to learn and apply new systems and approaches,
· Demonstrated ability to work effectively as part of a team to meet deadlines and project objectives, and
· Demonstrated ability to work in a multi-sector team and to interact with partners of different background.
Duration of the Position

The position is full time for one year renewable, subject to a probationary period of three (3) months and a satisfactory annual review at the end of the year.  The position may be extended as agreed between the Parties, and may eventually be absorbed into the structure of VMGD.
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