ILGA – Staff Salaries and Conditions of Service 

Job Description


A. JOB DESCRIPTION AND LOCATION

Job Title: FINANCE, ADMINISTRATION and ORGANIZATIONAL SUPPORT OFFICER 

Purpose of job: To provide effective administrative and financial services, in accordance with ILGA's policies and procedures, to support and participate in the work of ILGA and the achievement of the tasks and objectives set out in the work programmes, to ensure smooth and effective operations of the ILGA office.  

Reports to: Executive Director

Key Relationships: Board Finance Advisor, Staff Team
Relationships with colleagues:
ILGA values creative, flexible and inclusive approaches to work that have been achieved through collective working and participation of staff at various levels in the organisation.  Staff have line management arrangements and specific key relationships which are detailed in their job descriptions but staff also need to work collaboratively with colleagues in order to achieve agreed targets and outcomes to required standards.

B. MAIN TASKS

Financial administration
1. Ensure effective and rapid processing of membership payments and other income

2. Process documents relating to goods and services supplied and process receipts in an accurate and timely manner
3. Process documents relating to goods and services received and process payments in an accurate and timely manner
4. Identify discrepancies in income and payments and either resolve or refer to the Executive Director when outside own authority.

5. Raise accruals, prepayments and depreciation charges in the computerised accounting system on a monthly basis 

6. Balance bank transactions, prepare ledger balances and control accounts. Draft an initial trial balance.

7. Administer salaries and manage communications with ILGA’s payroll system.
8. Maintain the cash book
9. Supply information to enable effective management control of the organisation’s income and expenditure and to support organisational objectives
10. Prepare the annual accounts for submission to the auditors
11. Prepare regular financial reports comparing actual income and expenditure with budgeted income and expenditure, and other reports and financial returns as needed

12. Maintain financial monitoring tables including Liquidity and Credit card expenditures
13. Code and extract information and maintain accurate sectoral budgets in order to provide comparisons on costs and income
14. Prepare budgets and funding applications as required
15. Participate in developing a fund-raising strategy and in preparation fund-raising submissions to ensure sustainability of ILGA work programmes

16. Liaise with ILGA Board Financial advisor, accounting company and Auditor as appropriate
Office Administration

17. Use computer systems and software in order to provide an efficient and effective administrative and financial service ensuring that data security and legal requirements are achieved
18. Be responsible for the efficient day-to-day running of the office systems, premises and equipment
19. Create and maintain accurate and up-to-date paper and computerised records relating to ILGA's members
20. Process membership applications and renewals and maintain accurate and up-to-date membership data
21. Assist in the distribution of documents and information internally and externally as required

22. Maintain office supplies and make purchases in accordance with ILGA policy

23. Maintain and provide access, when required, to ILGA archives

24. Ensure maintenance of personnel records and compliance with ILGA policy and applicable laws

25. Undertake assessments of plans and proposals for new initiatives or options for ILGA

Performance Assessment: 

26. Assist in developing, implementing and managing systems for tracking whether the office operations and relevant elements of the Work Programmes are on target to deliver the agreed objectives
27. Assist in developing, implementing and managing systems for monitoring the effectiveness, efficiency, quality and equality of office operations and bring forward proposals for continuous improvement

28. Participate in personal performance assessments as required
Organisational operations and development

29. Assume accountability for the implementation of the annual work programme in agreed areas

30. Assist in developing and implementing effective communication systems that ensure the timely flow of information throughout the organisation and that facilitate cooperation and consultation with members
31. Assist in the organisation of ILGA’s annual conference, seminars, meetings and other events, take notes and draft reports on such events when requested

32. Be responsible for the day to day supervision and coordination of stagiaires and volunteers seconded for office support
33. Implement and maintain appropriate policies and procedures, consistent with the ILGA Policy manual 

Communications, External relations and Representation

34. Ensure timely, secure and effective distribution of incoming correspondence, mail, telephone and personal inquiries

35. Assist in preparing reports, discussion papers, briefs and other documents appropriate for presentation to a variety of audiences
36. Facilitate access to information and resources for ILGA and the general public

37. Provide administrative, financial, logistical and other support to ILGA Board, staff, members as required

38. Ensure effective communications and a positive relationship with ILGA funders and allies

39. Ensure smooth, efficient and secure operations of ILGA communications and information technology equipment, software and systems

40. Keep abreast of communication and information technology developments, services, systems development etc. and to make recommendations for improvements

C. OTHER DUTIES AND OBLIGATIONS:

41. When requested, deputise for the ILGA Executive Director in her/his absence

42. Actively participate as a member of the wider ILGA team with other employees, volunteers, the staff of ILGA Regions, and Board members to promote and achieve ILGA’s objectives

43. Ensure compliance with such laws and regulations as may be applicable to the operations of ILGA

44. Undertake all duties in compliance with health and safety regulations and legislation

45. Ensure that all activities are carried out with full regard to ILGA's policies on diversity and equal opportunities

46. Undertake other duties that may be reasonably required from time to time
D. QUALIFICATIONS

Education and Training

1. Diploma or certificate in one or more of the following areas: Office management, Administration, Organizational development

2. Diploma or certificate in  Financial management or Accounting

3. Training in Office systems including:  Internet, Computer programming/technical support, WORD, EXCEL, Database systems, Communication systems

4. Studies in the social justice field

Experience

5. Five years of experience in accounting, administration, secretarial work and office support 

6. Experience in computer programming or technical support

7. Experience working in a social justice or social development organization 

Personal Aptitudes

8. Demontrated aptitude for team work including workplanning and worksharing

9. Fluent in English, Good knowledge of Spanish and French

10. Able to write and occasionally translate in and from the above mentioned languages

11. Knowledge of social justice issues, in particular in the LGBTI sector

12. Demonstrated commitment to social justice, in particular in the LGBTI sector

13. Effective communications skills and good inter-personal relations

14. Ability to work overtime on occasion, when requested

15. Availability for travel on occasion, when requested

ILGA is an equal opportunity employeur 
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