TERMS OF REFERENCE
Finance Assistant (DDM) 
Duty station: Provincial Office - Karachi
Purpose of the post: To provide support carrying out of all the appropriate administrative processes having to do with the implementation of different Programme activities, with a particular focus on those pertaining to finance, while ensuring that they are processed adequately and are in compliance with the established policies of the Organization and Standard Operating Procedures (SOPs), where applicable.
Organizational context:
Under the direct supervision of the Finance Officer - DDM, Operations Officer, the Finance Assistant - DDM undertakes the following duties:
1. Maintaining a direct and regular contact with the bank on matters related to Direct Disbursement Mechanism (DDM) as per SOPs through: Prepare payment instructions for the bank and monitor process up-to the payment to the frontline workers.

a) On a daily basis, liaise with the bank to review progress on release of payment   

 to other service providers and campaign workers.

b) Act as a focal point between the provincial offices, and the bank. Monitor  

 and resolve problems during the disbursement process.

2.
Responsible for verifying payment documents and obtaining necessary clearances for processing payment, through: During pre-campaign preparation, liaise with campaign cell on timely production and distribution of payment cards to each districts for each round.
a)  Upon completion of campaign implementation liaise with provincial offices, collect relevant payment information and maintain a follow-up system that captures the progresses of payment per round/ district and per activity Focal person for the in preparation of fund disbursement.

b) Reconcile SIAs budget with bank statements and instructions given to the bank. Ensures payments not made by the bank are swiftly returned to concerned office. 

3.
Contribute in the organization and conducting of training/refreshers/briefing and orientation sessions for staff/partners that are involved in SIAs administration (technical/support).
4.
Participate in the periodic review, and update of the DDM payment guideline/SOPs that describes the process, the roles and responsibilities of each stake-holder. 

5.
Provide timely and accurate regular feedback to the supervisor on the implementation of the payment process, it includes preparation of paid/unpaid summary of SIA’s for all Provinces and share with management on weekly basis.

6.
Preparation of PO variance analysis after completion of campaign payments

7.
Report discrepancies and propose alternatives to ensure alignment and compliance with business rules and financial practices. Maintain and update the documentation and archiving of DDM files including back-ups (soft and hard copies), the DDM database and bank portals.

8.  To perform other related duties as requested by the supervisor(s).
Competencies: 

· Producing results

· Fostering integration and teamwork

· Knowing and managing yourself

Education 

· Completion of secondary education essential, with training and/or technical courses in Business Administration, Commerce and/or Accounting

· Bachelor degree in Commerce, Finance and/or Business Administration, is an asset

Experience

At least eight (4) years of related experience in accounting and/or administrative work.

