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Terms of Reference:
Operations and Finance Officer, Market Development Facility (MDF) 

Position Title: Operations and Finance Officer 
Location: Nuku’alofa, Tonga
Duration: Fifteen (15) Months, with possibility for extension
Reports to: Regional Operations Manager 
Overview
Australia’s Market Development Facility (MDF) helps countries in the Indo-Pacific region to grow through improved productivity, economic diversification, competitiveness and trade. 
MDF helps government and business partners to identify markets that have high potential to grow, be profitable, and deliver social and environmental value.

MDF supports catalytic innovation in these markets by co-investing with local and international   partners to reduce the costs and risks of early-stage commercial opportunities. This accelerates progress to profitability and scale.

Our aim is to do good by supporting good business. MDF supports business investment and innovation that reduces poverty, economically empowers women and combats climate change.  

MDF currently operates in Fiji, Timor-Leste, Samoa, Vanuatu, Tonga and Sri Lanka. 

MDF is funded by the Australian Government and co-funded by the New Zealand Government in Samoa, Tonga and Vanuatu. It is implemented by Palladium, in partnership with Swisscontact.

MDF Tonga is currently recruiting for an Operations and Finance Officer to be based in our Nuku’alofa Office.

Responsibilities 
The Operations and Finance Officer plays an important role in supporting operations for MDF in Tonga. S/he will be responsible for delivery in the following areas:
Compliance with host country regulations 
· Support Regional Operations Manager to ensure MDF meets all necessary requirements to operate legally in Tonga.   
· Obtain and manage staff visas, work permits and related documentation.
Office and asset management
· Manage compliance with relevant occupational health and safety standards.
· Ensure adequate insurance coverage of property, assets and vehicles is in place.  
· Support Regional Operations Manager with regular monitoring of all MDF contracts and subcontracts, including office leases, partnership agreements, staff contracts and other agreements, and report on updates required.
· Maintain accurate and up-to-date asset register (procurement and disposal); and report any misuse immediately. 
· Ensure efficient utilisation of all MDF equipment, capital assets, property, and vehicles. 
· Monitor and review internet and IT provider service delivery to ensure staff can work and communicate effectively.  
· Maintain the central filing system on sharepoint,

Procurement and Logistics
· Support the procurement of goods and services, including drafting of contracts. 
· Procure goods and services in compliance with the relevant MDF manuals, Palladium, DFAT and MFAT requirements and the Commonwealth Procurement Guidelines.
· Manage local and international travel arrangements for MDF personnel, including accommodation, security, per diems, visas, letters of support and any other requirements.
· Support team with arranging transportation needs as well as driving the company vehicle as required.
Human Resource Coordination  
· Support the Regional Operations Manager with recruitment and other issues related to staff benefits such as health insurance. 
· Support the mobilisation and orientation of new staff and short-term personnel including developing induction schedules for new staff and ensuring completion and filing of all required documentation. 
· Support the demobilisation and exit of employees, as required.
· Support the Regional Operations Manager with timesheet process, ensuring timely submission.
· Using various software tools, track and monitor staff leave records.
· Support the Regional Operations Manager to ensure supporting documentation is accurate and on file for the processing of payroll. 
Security
· Ensure that all necessary health, safety and security measures and precautions and guidelines are adhered to. 
· Working closely with the Regional Operations Manager acting as a secondary Security Focal point for the country team by supporting the emergency response to any security situations and ensure staff comply with MDF Security requirement.
· Ensure that all MDF staff are briefed and comply with MDF security guidelines.
· Support the Regional Operations Manager with regular updates for the MDF security guidelines as needed.
Periodic Accounting
· Provide support to ensure that financial documents (weekly field vouchers, expense claims etc) for the MDF in-country team are correct and reconciled.
· Provide support to ensure appropriate cost coding and data entry in line with the chart of accounts, into field vouchers. This includes verification that invoices and payments are supported by the appropriate documents and authorisations.
· Support in the development of monthly and annual financial reports and other reports as directed by the Regional Director or Regional Accountant.
Monitoring, Compliance and Audit
· Provide support in the maintenance of all financial trackers (including Partnership Activity Tracker, staff advance tracker, purchase order tracker, tax tracker & Staff Contribution Tracker) are accurately updated and are reported to the relevant managers.
· Assist in external and internal audits as required.

Other duties
· Perform other duties as required, which are deemed necessary as directed by the Regional Operations Manager, Regional Director, or Palladium representative.
Requirements
· A bachelor’s degree in a relevant discipline such as Business Administration; or equivalent work experience.
· Experience in supporting operations and/or finance 
· Excellent personal initiative, enthusiasm, and time management skills.
· Demonstrated attention to detail and accuracy within all aspects of work.
· Demonstrated working knowledge of MS Office programs.
· Excellent teamwork and interpersonal skills.
· Good command of both verbal and written English.
· A full valid drivers license
· A police clearance certificate.

Positions are open to Tonga nationals and permanent residents with authority to live and work  in Tonga. Rates of pay are based on local labour standards.
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