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	POST NO:
	XXXX



NATO C3 AGENCY

JOB DESCRIPTION

	1. POST NO:
	XXXX

	2. POST TITLE:
	Financial Analyst

	3. GRADE:
	BX

	4. ORGANISATIONAL ELEMENT:
	Resources
Financial Management Resource Centre



	5. PLACE OF WORK:
	Brussels, Belgium

	6. SECURITY CLEARANCE LEVEL:
	NATO Secret

	7. REPORTS TO:
	Senior Administrator Finance



8. RESPONSIBILITIES OF THE POST:
· Under the supervision of the Senior Administrator, Financial Planning and Analysis, responsibilities include participating and assisting in development, coordination, analysis and presentation of the Agency (and its relevant units) financial planning documents, financial governance reports, ensuring compliance to NATO, IPSAS and internal agency regulations, policies and procedures applicable to financial planning, budgeting and all other analysis and reporting processes.

· Proactive planning and conducting of complex and technical budget, statistical, cost and financial analyses in order to assess the present and future financial and operational performance of the Agency and/or its specific units.

· Assisting the Senior Administrator, Financial Planning and Analysis, in preparing subsequent narrative and graphical analysis, guidance and recommendation reports for the Management with a view to assist it in decision making based on sound financial analysis and contribute to the improvement of the operational and financial effectiveness of the Agency.
9. DUTIES:
Duties include:

· Assisting and participating in the development of the Agency periodic financial planning and actual performance  documents as well as other required external reports, including general and output-based budgeting, forecasting, and results analysis also pertaining to other units (hosted) within the Agency.
· Preparing and delivering of monthly, quarterly and annual reports on expenditure, plan comparison and variance analysis in spreadsheets, as well as narrative and/or graphic presentations on financial health of the organisation, its units and projects for the Agency Management. Maintaining a structured repository of historic information/reports of financial plan and performance.
· Conducting and/or assisting in conducting of ad-hoc special and complex business case and cost-benefit analysis, risk and sensitivity analysis studies, problem analysis, and problem solving related to operations and operating procedures, business units/segments, cost/profit centres, projects and programmes especially focusing on the (Resources Directorate) support services with an objective to recommend action plans with a view to cost improvement.
· Assisting in development, interpretation and implementation of new financial concepts for financial planning, analysis and performance measurement and control; contributing to the development and maintenance of the Agency’s financial performance indicators.

· Performing other ad-hoc duties as assigned.
10. PROFESSIONAL CONTACTS: 
· Communication with management, staff and auditors on budgetary and financial matters.

· Coordination and cooperation with information management system specialists.

· Maintaining professional relationships, predominately with financial staff in NATO organizations and with others such as auditors and NATO customers.

11. SUPERVISORY/GUIDANCE DUTIES:
Supervising assigned staff. Providing guidance and instruction to the FMB staff on supporting service delivery, accounting and control.

12. WORKING ENVIRONMENT: 

Work is conducted in a normal office environment.
13. TRAVEL REQUIREMENTS: 

Periodic travel to Agency’s other site will be necessary.

14. QUALIFICATIONS AND EXPERIENCE: 
· Essential

· A university degree in a financial or business related subject, or equivalent combination of appropriate qualifications and experience.

· At least three years finance and accounting experience and demonstrated skills in financial planning and reporting.

· Knowledge of automated accounting and financial software applications (ERP systems), advanced level of spreadsheet applications (macros, pivot tables), word processing and graphic presentation software applications and ability to deal with large databases with a high degree of accuracy for extracting, assembling, manipulating and formatting data or reports.

· Proven ability to communicate effectively, both orally and in writing.
· Desirable
· Conceptual and basic knowledge in financial planning and budgeting models (objective-based budgeting (OBB)) and techniques, costing models (ABC), cost accounting methods, management accounting principles and practices, analysis techniques and basic financial concepts like ROI, NPV, economic principles. Knowledge of the International Public Service Accounting Standards (IPSAS) at basic appreciation level.
· Experience of working in an international environment, preferably with a multi-cultural workforce.
· Good knowledge of NATO, NC3A’s business scope, strategic objectives, formal and informal goals, standards, policies and procedures which includes familiarity with the business scope of other departments within the organization.
15. PERSONAL ATTRIBUTES: 

· Proactive, self-starter, performing under limited supervision and motivated to contribute to the delivery of high quality support in a service organization.

· Strong team player operating under the stress of meeting deadlines and for providing timely support to scientific or technical staff.

· Good active listening skills with a capability to provide high quality oral and written communications to convey information effectively and as appropriate for the needs of the audience.
· Strong judgmental power within defined procedures and practices to determine appropriate approach and action. 
· Mathematical, analytical, questioning and challenging mind set with excellent attention to detail. 
· Demonstrated personal quality standard and effectiveness through delivered work.  
· Sensitivity to both the interrelationships of people and functions within the Agency as well as the interrelationships of stakeholders outside the Agency.
16. LANGUAGE PROFICIENCY: 
A thorough knowledge of one of the two NATO languages, both written and spoken, is essential and some knowledge of the other is desirable.

NOTE:  Most of the work of the NATO C3 Agency is conducted in the English language.
17. VALIDATION:
	Validated by:
	
	on
	
	(date)

	Position:
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