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managing:
Location: 25901

MAG’s Vision is a world in which everyone can
live free from the enduring and devastating
consequences of armed violence, conflict and
their legacy. People will live in communities
where their rights are upheld, with dignity and
choice and free from fear from mines, explosive
remnants of war (ERW) and the impact of small
arms and light weapons and ammunition.

MAG’s Mission is to save lives, ease suffering
and enable sustainable development by
limiting the causes and addressing the
consequences of armed violence and conflict
so people can live with dignity and choice, free
from fear. We will use our core skills and
distinctive competence to save lives through
the removal of mines and ERW, and reduce
the impact of small arms, light weapons and
ammunition on people and communities. How
we do this is as important as what we do — we
work primarily with and for communities, for
us ‘it’s all about people’.

MAG’s Values: Our values come to life
through our actions, every day. How we act
has an impact on others. As someone who
works at MAG, you can help to create a
positive culture by demonstrating our values
through your own behaviour and actions.
Everyone has a role to play in shaping our
culture. Everyone should understand our
values and is encouraged to think how they are
relevant to their individual role.

e DETERMINED - we work with purpose.
e EXPERT through excellence and expertise we

build trust.
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e INTEGRITY - we strive to do the right thing.

e COMPASSION people come firstin
everything we do.
e [NCLUSIVE we are inclusive, and we value

diversity.

Zeeuall ;‘éddl Jad) cpil> awd: dalAl e
4 e Lo S (3 Uibglgl @ (ulill; Cabolaill o
Lol yadig Oglelds (i ddgadidl o

Job Purpose:
To provide administrative and organizational support to

ensure smooth daily operations, assist in
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documentation, scheduling, and communication, and plusI s Jladll
contribute to efficient workflow within the departments.
Job Description (R gl Laso gl

This is a non-contractual document that can be varied
from time to time as circumstances dictate. This job
description is intended to summarize the main duties
and responsibilities of the post; this is not intended to be
a full and exhaustive list of tasks. All MAG staff are
expected to demonstrate flexibility and willingness to
perform appropriate tasks when the need arises.

Some Job Descriptions may be supplemented by specific
Terms of Reference.

Financial Management

e Assist the Finance Coordinator with accounting,
budgeting, and all other financial/accounting
activities as directed

e Review and process payment requests, ensuring
accuracy and adherence to policy

e Ensure all regular payments are made

e Maintain cash balance in the office safe,
including conducting daily cash count, reporting
any discrepancies to the Finance Coordinator
immediately

e Update the cashbook daily with transactions and
advances issued.

e Support the Finance Coordinator to prepare
monthly financial reports and others as required

e Assist in the monitoring of budgets and project
spending

e Ensure accurate and complete accounting, and
that relevant records are maintained

e Assist the Finance Department in complying with
MAG HQ Finance policies, procedures, and
regulations

e Collect time sheets and, in coordination with the
HR Department, input any salary changes such
as sick leave, unpaid leave, etc.

e Assist in the payroll distribution process in
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coordination with the Hawala company to
ensure accuracy and timely payments. Once the
bank account is opened , support and operate
bank accounts with the support from FC/CFM.
Assist the Finance Department in ensuring MAG
complies with all statutory payment
requirements and deductions.

Collect international timesheets and ensure
proper saving.

Audit, Compliance, and Internal Control

Review all financial transactions in the base,
following the donor’s and MAG's requirements
Ensure that payments to suppliers fulfill all
prerequisites, e.g., procurement procedures,
watchdog, etc.

Facilitate and coordinate in-country audits
requested by donors.

Support in collecting information required by the
audits, including scanning documents and
uploading, as requested.

Reporting / Archiving

Cash Forecast for Damascus Base, send to the
finance coordinator every month

Send Cashbooks and to the finance coordinator
weekly and monthly

Maintain the physical and digital archiving of all
payment vouchers, payrolls, cash counting, and
other financial documents

General Responsibilities:

Work within the framework of MAG’s core
values.

Represent MAG with integrity and
professionalism.

Participate in meetings where relevant as
directed by Management.

Apply learning from appropriate training and
development programmes.

Perform other duties as requested and assigned
by the Line Manager.

Safeguarding

Work in compliance with/ uphold the
organization's Safeguarding framework - Policy
on Personal Conduct, Protection of Children and
Vulnerable Adults Policy, Dignity at Work Policy,
Reporting Malpractice (Whistleblowing) Policy,
Equal Opportunities Policy and Policy on Modern
Slavery

Encourage an open and transparent way of
working that facilitates a strong safeguarding
culture within and between teams
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e Ensure that all staff understand the provisions
clearly and challenge any unacceptable
behaviour

e Ensure that any concerns, reports or complaints
are taken seriously and investigated promptly
and thoroughly
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Person Specification

Essential Experience

=  Fluent speaking/writing Arabic & English language

=  Proficient in Windows operating systems, MS Office
packages, Internet and E-mail.

= Previous professional experience working as Finance
& Adminrole.

= Strong organizational skills and excellent attention
to detail.

= Ability to prioritise work, meet deadlines and work
calmly under pressure

= Excellent interpersonal skills with the ability to build
effective relationships and work with colleagues in a
cooperative way

= Excellent administrative skills
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Qualifications

=  Minimum Diploma’s degree in
Accounting/Financial/Business Management or
relevant field.
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Signed employee:

Date:

Signed manager:

Date:




