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JOB DESCRIPTION
	JOB TITLE:
	Finance & Corporate Services Manager
	AREA:
	Finance & Corporate Services

	REPORTS TO:
	Head of Secretariat
	LAST REVIEWED:
	22 July 2025

	EMPLOYMENT TERM:
	3 years
	SALARY BAND:
	 Commencing $90,000  



PURPOSE:
The Finance and Corporate Services Manager (FCSM) oversees and manages all financial aspects of the Oceania Customs Organisation (OCO) Secretariat office. The FCSM will lead a small team that supports the Head of Secretariat and the wider OCO by providing timely financial reports, ensuring that the finances of the organisation are handled in a transparent and professional manner, compliant with the relevant laws and regulations by using robust audit procedures and internal controls. The FCSM will also be responsible in leading the delivery of the OCO’s corporate services that provides support to the OCO staff, Members and key stakeholders. The FCSM as a senior member of the OCO Secretariat office is expected to empower staff, provide motivation, support, and coaching as required. The FCSM will work closely with the Operations Manager to ensure that a harmonious work environment is upheld for all staff.

KEY RELATIONSHIPS:
	 External
	Internal

	· External Auditors
· Lawyers
· Relevant Fiji Government Agencies
· Donors 
· Regional agencies
· Suppliers
	· Head of Secretariat
· Operations Manager
· Financial and Corporate Services team
· Members of the OCO Steering Committee
· Members of the OCO Financial Sub-Committee



KEY ACCOUNTABILITIES:
The role of the Finance and Corporate Services Manager encompasses the following major functions or key results area:
	Responsibility
	Expected Outcomes

	Financial Management
· Manage and supervise all the financial activities of the OCO Secretariat office. 
	· Preparation of the monthly management of the OCO’s annual financial statements
· Timely completion of audit for donor projects
· Perform annual audit of OCO financial accounts. This includes provision of clear audit trails and reviews.
·  Timely issue of the annual report and distribution to the OCO Member countries
· Carrying out of timely financial planning and reporting
· Transparent management of the financial affairs of the OCO Secretariat 
· Appropriate utilisation of the OCO financial resources, supporting the vision and mission of the OCO Secretariat office
· Conduct reports in line with international accounting standards
· Ensure employer responsibilities are carried out in compliance within internal policies and legislative requirements
· Develop, update and maintain all accounting policies and procedures
· Maintain an effective financial system that is fit for purpose and supports the needs of the OCO Secretariat office
· Carry out daily maintenance of the cash position of local and foreign currency bank accounts
· Maintain and manage the OCO cash flow and accounts receivable ledger
· Supervise the timely release of invoices as it relates to Member subscriptions
· Process payments and ensure compliance with Fiji Taxation Laws

	Funding and Budget Preparation
· Assist with the management of funding relationships with Donors
· Manage the OCO’s project budget preparation processes
	· Provide appropriate advice to the OCO’s Head of Secretariat (HoS) to support management of donor relationships
· Provide advice on the OCO’s overall funding position and funding requirements to the HoS 
· Manage the forecasting of OCO income and expenditure for budgeting and cash management purposes
· Preparation of verified budget documentation as required for presentation to OCO Members, OCO Steering Committee and Project Management Committees, including budget schedules and justifications

	Risk Management
· Provision of strategic risk management support and advice 
	· Manage risks to achieve the strategic goals of the OCO Secretariat office
· Integrate risk management policies in all the activities of the OCO Secretariat office
· Report on risk trends and perform risk assessments 

	Asset management
	· Regularly maintain and update the office asset records 
· Regularly review the life cycle of assets
· Supervise the appropriate disposal of assets identified for removal
· Regular verification of the asset register

	Purchasing and procurement
	· Diligently follow the purchasing procedures protocol ensuring correct purchase information and authorisation
· Management of contracting requirements for all OCO procurement
· Vendor management ensuring value for money for the OCO Secretariat office
· Ensure compliance of the procurement for donor-related projects 

	Conference & Steering Committee meeting logistics
	· Preparation of the budget for the OCO Annual Conference
· Supervision of Conference program implementation
· Supervise the organisation of venue and catering for key OCO meetings and conferences
· Preparation of key documents ahead of each conference and meetings

	Management of Administration and IT support for Secretariat
	· Allocation and management of the provision of administration support to all staff
· Ensure contingencies are in place for power outages 
· Provide quality and timely information services, policies and practices 
· Prepare, implement and maintain long term strategy for information management, including storage, dissemination, preservation and archiving

	Staff Development
	· Manage the professional development of staff reporting to FCSM 
· Provide a working environment that is conducive to the development of all staff
· Ensure that strategic planning, monitoring and development are aligned to best practices
· Ensure that succession planning framework are developed and operational 

	HR Management
· Working closely with the Human Resources and Liaison Officer (HRLO)
· Provide strategic HR advice to the Secretariat
· Build an effective performance management system
· Provide quality HR services, policies and procedures
	· Ensure policies and procedures are reviewed regularly to suit the needs of the OCO Secretariat office
· Supervise and ensure diligent record keeping of staff employment records
· Ensure that performance Review and appraisals are done in a timely manner
· Maintenance of the integrity of the HR framework 
· Ensure HR policies and procedures are consistent with the Secretariat’s values
· Perform regular reviews of the HR administration policies are performed in line with the employee contracts and records

	Continuous Improvement
· Continually monitor and improve systems, methods, efficiency and the quality of services provided.
	· Ensure that services, policy and procedures are reviewed regularly and are fit for purpose
· Establish best practice systems and procedures for the Secretariat
· Ensure that the level of service efficiency is achieved
· Provide services that meet the standards of the OCO Secretariat

	Other Management Responsibilities
· Contribute to the delivery of capacity building 
· Undertake other leadership duties as necessary
	· Provide assistance and support for capacity building initiatives creating a strong customer focused organisation that empowers all its staff and members
· Availability to undertake local and overseas travel as required to meet the Secretariat’s business requirements
· Provide assistance and support to the Head of the Secretariat and OCO team as required
· Undertake management of special projects as required or deemed necessary

	Health and Safety
· Active contribution to the maintenance of a safe and healthy work environment
	· Follow and all OCO health and safety policies and procedures 
· Efficiently address all identified hazards 
· Proactive participation in work health and safety audits 
· Demonstrate a clear understanding of emergency and evacuation procedures 



ORGANISATIONAL CONTEXT:

	Head of Secretariat
	Tier 1

	Finance & Corporate Services Manager
	Tier 2



KEY RESULTS AREA:

In addition to the key responsibilities/results area listed above, the FCSM role is a position of trust, and it is likely you will become aware of sensitive, confidential and private information that must not be disclosed to others – either internally or externally. If material or information is discovered which is inappropriate and contravenes the OCO policies then this should be escalated to the Head of Secretariat immediately.

ROLE COMPLEXITY:

	Financial Accountability 
	Preparation of accounts for external audit and review, retrenchment   

	Scope of Responsibility
	Finance and Corporate Services encompassing IT and HR

	HR
	Management of staff development, performance management, recruitment, conflict resolution, repatriation of exiting employees

	Health and Safety
	Emergency Evacuation and Disaster Recovery



AUTHORITIES:

	Delegations/Contractual
	Commensurate with the OCO Administration Policy, the level of authority   to   enter into contracts   or negotiations on behalf of the organisation

	Staff
	up to 3.0: Accountant, ITCO, Finance & Program Assistant


	Financial
	Delegations in line with the OCO Administration Policy


 
  SPECIFICATIONS:

	Mandatory
	Desirable

	Formal Qualifications

	· Tertiary qualification in financial management and accounting
· Certified Chartered Accountancy 
· Membership of a recognised Institute of Accountants
	· Industry –recognised qualification in human resources
· Relevant post graduate qualifications
· Leadership and coaching qualifications

	Knowledge and Experience

	· A minimum of 8 years’ experience in finance and can prepare financial statements and accounts
· HR management experience
	· Corporate Services management experience
· Working knowledge of IT
· Experience in management of multiple donor funding arrangements

	Skills

	· Exhibit excellent communication skills, both written and verbal 
· English proficiency
· Computer literacy including intermediate level skill in MS Word and Excel
· Self-management skills (organisation and time management)
· Ability to work effectively within a team
· Excellent interpersonal skills including conflict resolution and negotiation
· Demonstrate excellent management and leadership skills
· Demonstrated capacity development skills
· Ability to coach, mentor and develop staff in their project management skills
· Ability to establish and maintain relationships and partnerships with a wide range of internal and external stakeholders with the view to building strong working relationships
	

	Attributes

	· Positive ‘can do’ attitude
· Trustworthy with strong moral ethics
· Confidence to speak up and be heard
· Common sense, practical and result- focused approach and achievement orientated
· Customer Service commitment
· Confident and able to handle difficult situations and hold negotiations at various levels
· Empathetic to all levels and cultures present in the organisation
· Cultural and gender sensitivity
· Ability to work effectively in a multi-disciplinary, cross-cultural environment
	



CHANGES TO THE JOB DESCRIPTION

From time to time, it may be necessary to consider changes in the job description in response to the evolving nature of the work environment - including technological requirements or statutory changes. Such change may be initiated as necessary by OCO. This Job Description may also be reviewed as part of the preparation for performance planning for the annual performance cycle.
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