International Center for Research on Women

    POSITION DESCRIPTION

 Budget Analyst

OVERVIEW:
Reporting to the Senior Director of Finance, the Budget Analyst provides support for contracts and budget functions.  
PRIMARY DUTIES:
· Prepares grant related financial reports. 

· Prepares grant billings (invoices) and ensures that they are recorded in the ledger. Responsible for cash management as it relates to grant funding sources.

· Reviews sub grant proposal budgets & financial reports. Monitors the timely submission of reports.  Assists in sub-grant closeout.

· Prepares, reviews and enters reconciling and other adjusting journal entries.

· Reviews and assists in proposal budgets, revisions, new grant agreements, and modifications for compliance with funder regulations and ICRW policies.

· Reviews monthly project costs. Meets with program staff to identify financial issues requiring program management action as needed.  

· Liaises with donors on financial issues such as no cost or costs extension requests and budget revisions.

· Responsible for the financial close out of grants. 

· Prepares standard and ad hoc monthly financial reports for internal staff and external donors.
· Assists in the Administration of the Budget system interface. Ensures integrity of data.
· Assists in the preparation of the Institutional Budget for Board approval.

· Assists in the preparation and review of audit schedules as assigned.

· Prepares special reports for Senior Management as needed. 

· Ensures that grant and sub-grant files as well as the grant management database are up to date. 

· Prepares financial and operating reports including adjustments and closing entries.

· Trains staff in using financial, contract and project control systems.
· Performs other duties as assigned. 
REQUIRED SKILLS:
Education:
Bachelor’s degree or equivalent Accounting, Finance or a related field.  Advanced training in contracts, finance or budgeting preferred.
Experience:
Minimum Five (5) years experience with cost proposals to donors such as USAID, Private Foundations, and Multilateral organizations. Experience with grant accounting, budget monitoring, financial reporting to external donors, and experience training non financial managers.  OMB circular experience preferred.  Ability to communicate effectively with staff on grant related issues.
.  
Skills:
Computer literacy required to include a proficiency in standard business applications (e.g. in the MS Office Suite); advanced skills in database and spreadsheet software applications desired; demonstrated experience working with accounting software.  Must be highly organized with a strong attention to detail.  Excellent communication and interpersonal skills required to work collaboratively with all levels of program staff.

HOW TO APPLY:
Interested candidates should submit a cover letter, resume, and salary requirements as e-mail attachments to Human Resources at jobs@icrw.org.  Candidates who do not submit all of the requested application materials will not be considered.  Please indicate “Budget Analyst” in the subject line of the email.  Candidates may be tested for their proficiency in the MS Office Suite.  Due to the volume of resumes we receive, we are not able to respond to individual inquiries regarding the status of candidacy.  Therefore, only candidates selected for an interview will be contacted.  ICRW is an equal opportunity employer, M/F/D/V.
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