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JOB DESCRIPTION

Position title: Finance Specialist
Immediate Supervisor: Project Director
Second Level Supervisor: Mayor Advisor

Scope of the job: The finance specialist will be responsible for the financial management of
the PIU and of the Project being implemented under tranche 1. He/She will ensure that
procedures are in place and are strictly followed, specifically related to financial flows,
payments, financial accounting, financial reporting, annual financial and probity audits, and
record keeping. He/she prepares financial reports to the Project Director on a monthly and
quarterly basis, assists in preparation of Periodic Financial Requests (PFR) for subsequent
tranches, if needed. He/she serves as liaison between the finance team of the Project
management and Institutional Strengthening Consultant (PMIC), the Detailed Engineering and
Construction Supervision Consultant (DESC), the Municipality, the Government Supervisory
Board (GSB), the Ministries of Finance and Economy and ADB; and develops and maintains
direct relationships with government authorities.

Responsibilities of the Finance Specialist:
1. Overall financial management of the SUDIP T1 project and preparation of PFRs:

» Carry out financial management and administration of the project funds

* Maintain the imprest account opened for the project

* With the help of the PMIC establish, maintain and administer a project financial
management system and a software package to present detailed budget line items and
capable of reporting on each budget line for any given period. The system will be
supported by finance management manual with clear procedures, timelines, roles and
responsibilities, standard forms, etc.

» Provide monthly and quarterly financial reports to the Project Director, quarterly financial
reports to the Municipality, GSB and ADB;

» Participate in preparation of Periodic Financial Requests (PFR) for subsequent
tranches, if needed;

» Carry out other related tasks and responsibilities as requested by the Project Director
and/or prescribed in the Loan and Project Agreements and other project documents.

2. Specific Activities

* Review the annual budget and disbursement projections prepared jointly by the PMIC
and the DESC for the project and submit to the GSB, EA/IA, and ADB

* Support the PMIC’s consultations with the Municipality, the Ministry of Finance and
private IT companies for preparing the project financial management system and a
software package and other financial issues;

» Check compliance with ADB Loan Disbursement Handbook and other policy/procedures
and establish controls in accordance with standard audit requirements

* Review and supervise all financial reports and statements produced by the PMIC,
including the status of work in progress, variance reports and cash flow;



» Ensure accounts payables and receivables are processed accurately, efficiently and in
a timely manner, reporting any concerns/discrepancies to the Project Director;

* Ensure the administrative and project expenditures meet budget objectives and
approval processes;

* Ensure funds are received when due and allocated accurately by monitoring and
analyzing bank/cash flows monthly, including revenues, expenditures, receivables and
payables;

* Review the project consultants and contractors invoices, claims and requests for
contract variations from financial management perspective;

* Review financial statements and withdrawal applications submitted by the PMIC and
prepare for Project Director approval;

» Assist external/internal audit process, review findings and implement changes;

Knowledge and qualifications:

» Degree in accounting, finance, business, law and public administration

* At least 5 years finance management experience in areas of accounting, budgeting, tax
administration, cash management or financial management;

* Knowledge of computerized information systems used in financial and/or accounting
applications; and in financial data analysis;

» Excellent Armenian and English written and oral communication skills;

» Familiarity with the goals and procedures of international organizations, in particular
(World Bank, EBRD, IFC, KFW, Millennium Development Corporation or other donors);

* Computer literacy (At least Word, Excel, PowerPoint);

Professional Competencies:

* Results-oriented;

» Excellent analytical skills;

» Excellent presentation and facilitation skills;

» Demonstrated diplomatic and negotiating skills;

» Strongly developed problem-solving and decision making skills;
* Managerial skills;

* Planning and Organization skills;

» Cooperation/Teamwork;

* Report writing skills.

Terms and Conditions of Service:

Terms and conditions of employment are governed by Armenian Legislation, Yerevan
Municipality policies and procedures and employment contract. Job description is an integral
part of the employment contract.

PMIC: Project management and Institutional Strengthening Consultant, DESC: Detailed Engineering and Construction Supervision
Consultant, GSB: Government Supervisory Board, EA, Executing Agency, IA: Implementing Agency, PIU: project implementation unit, EIA:
Environmental Impact Assessment, IEE: Initial Environment examination, EMP: Environmental Management Plan, LARF: Land Acquisition
and resettlement Framework, LARF: Land Acquisition and resettlement Plan
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