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TERMS OF REFERENCE 

Senior Finance and Administrative Manager 

 

 

1. BACKGROUND 

Nexus is a nonprofit alliance of development organizations committed to using carbon finance 

to alleviate poverty and foster sustainable development. Nexus aims at facilitating access to 

carbon finance through a 3 pillar-structure: 

- Nexus alliance, for expertise transfer among members 

- Nexus fund, a vehicle for ethical investments 

- Nexus beyond offsetting , a fair trade platform for ethical carbon credits 

Nexus head office is in Singapore, and desk offices serve as support in Cambodia, Mali and soon 

to be in India. 

Nexus has currently 11 members, spread out over 15 countries (mainly South Asia, South East 

Asia, and Western Africa). 

 

Nexus is looking for a Senior Finance and Administration Manager to oversee Nexus finance 

and administrative operations. The senior manager will be in charge of setting up and 

implementing administrative and financial procedures. The senior manager will also handle 

financial control, financial accounting and financial management. 

POSITION SUMMARY 

 

Position Title: Senior Finance and Administrative Manager 

Position Profile Financial accounting, administrative and financial management 

Position grade: Senior Manager 

Unit/Dept: “Corporate” 

Direct Supervisor Executive Director 

Resource persons: Executive Director, Communications and Partnership Director, Administrative 

Assistant 

Duty station: Singapore 

Start date: 1st March 2011 
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2. DUTIES AND RESPONSIBILITIES 

The Senior Finance and Administrative Manager will have three main responsibilities: 

1) Ensure sound and transparent financial control and financial monitoring 

2) Ensure reliable and timely financial management 

3) Set up and oversee administrative procedures and key related processes 

 

1) Ensure sound and transparent financial control and financial monitoring (40%) 

 Set up robust and efficient finance policies and procedures 

 Ensure compliance with these policies and procedures 

 Ensure proper recording, reporting and monitoring of Nexus income and expenses ; set 

up a proper accounting system 

 Assist directors and project managers in preparing and submitting financial reports 

 Ensure compliance with donors requirements and law regulations 

 Follow and control the contractual relationship with donors, investors or partners ; 

manage reporting to them  

 

2) Ensure reliable and timely financial management (40%) 

 Produce financial management templates and tools (budget, man day rates, cash flow 

monitoring, carbon asset management etc) 

 Produce monthly reports to directors and project managers 

 Produce adhoc appropriate financial information to support the decision making process 

 Assist Nexus directors and project managers with the production of business plans and 

budgets for relevant programs and activities (eg Nexus Beyond Offsetting program)  

 

3) Set up and oversee administrative procedures (20%) 

 Set up and oversee administrative procedures (expert’s time management, payroll and 

HR benefits, bills management, procurement, etc) 

 Recruit, train and supervise a dedicated administrative assistant 

 

3. PROFILE 

Experience 

 Minimum 5 year relevant professional experience  
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 Experience in the development (not for profit) sector is a plus 

 Experience of social and/or environmental investments is a plus 

 

Education 

 Master’s degree in finance or equivalent (MBA, etc.) 

 Accounting certification a plus (CPA, ACCA, CA, CMA…) 

 

Skills 

 Excellent written and verbal communication skills 

 Excellent Excel and relevant accounting software skills 

 Excellent professional proficiency in English is a must 

 Proven ability to set up and manage procedures 

 Sensitivity to cultural differences 

 

Personal quality 

 At ease in working in a small structure, start-up-type, where tasks and responsibilities 

are in constant evolution 

 Analytical mind 

 Able to operate in a multicultural environment 

 High level of autonomy at work, yet with proven team-spirit 

 Adaptive, patient, resilient and flexible 

 Ability to work under pressure 

 

4. HOW TO APPLY, POSITION CONDITIONS: 

By email to: m.verles@nexus-c4d.org  
Closing date: 28th January 2011 
Conditions: Nexus salaries grid 
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