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Finance, Admin and Logistic Assistant – WEST AFRICA OFFICE
	Reports to:
	Finance, Administration and logistic Officer, West Africa

	Responsible for:
	None

	Location:
	Based in Dakar

	Salary details:
	

	Hours:
	Normal Senegal working hours, plus out of hours work as required 

	Conditions:
	National appointment,  

	Closing date:
	


Current Structure and Position of the Role

Background to the Role

The Brooke is the UK’s leading overseas welfare charity for working horses, donkeys and mules.
The Brooke currently operates across ten countries in Asia, Africa, Central America and the Middle East, with over 1,000 skilled staff working directly in the field.  The livelihoods of countless poor people depend on the productivity of their working animals and our goal is to improve the health and well-being of 2 million working animals reached globally by 2016. Improving the wellbeing of working horses, donkeys and mules contributes directly to an increased and more sustainable livelihood for some of the poorest and most marginalised people in the world.
The Brooke has been working in Senegal since January 2010 and a Brooke office was established in Dakar early in 2011. As part of the Brooke’s global expansion strategy, we plan to increase the number of working animals we reach in West Africa to 40,000 by 2016. We aim to do this by building on the experience of our current programme and growing our partner portfolio in Senegal and then, from 2014-15, expanding into other countries across the region. In order to facilitate this growth, the office in Dakar has become a West Africa Office (WAO) and it is now responsible for the development of country and regional strategy, all aspects of programme and grant management, support to current and potential national partner organisations and for increasing the visibility and awareness of The Brooke’s work in the region.  
Purpose of the Role
This is a varied six month role to assist with administrative and financial duties of an international NGO. It has been designed as a six month salaried role to provide opportunities to experience all areas of office administration along with some bookkeeping responsibilities on completion of a six month volunteer placement; thus it will be an opportunity to develop further administration skills and confidence through mentoring and practical experience. The Office Junior will assist the Administration Officer in the day to day running of the office and facilities and contribute to a healthy and safe working environment. The Office Junior trainee will be line managed by the Administration Officer, but w
ill also work with the Brooke’s Regional Representative and Programme Manager on specific tasks.

The Office Junior is expected to set work progress and learning objectives which will be reviewed regularly with the Administration Officer to ensure the experience and skills are relevant to future career development.
Key Tasks and Responsibilities

Administration

· Ensure office premises are well presented and tidy, particularly in areas where visitors might wait, and that all lights / appliances are switched off and windows secured on leaving the office at the end of the day

· Act as a first point of contact, answering the phone, greeting visitors and organising visitor hospitality; make hotel reservations for UK based staff visiting Dakar

· Maintain a central diary of meetings, events, missions, staff leave so that all members of the team are up to date and logistics can be organised appropriately

· Update and housekeep a central contacts database, adding details from business cards which have been given to Brooke staff  

· Assist in the maintenance of a central hard copy and electronic filing system, ensuring documents are readily accessible and adequately archived

· Assist in creating a system of office supplies storage, allocation and tracking 

· Maintain mail register

· Provide support for regular coordination meetings, ensuring dates and agenda are circulated in advance to all team members and minutes are taken and circulated
Logistics Support

· Ensure hotel bookings, visa, travel insurance and transport arrangements, including airport pick-up and drop offs, are arranged for missions to / from / within country and contact is maintained regularly with staff travelling away from the office

· Oversee vehicle maintenance and service schedule and develop vehicle movement plans, including vehicle log book
· Support West Africa team through coordination of logistics for conferences and workshops and occasional administrative support for documenting outputs of workshop, photocopying and printing of workshop documents

· Handle photocopying, printing,  scanning of documents as required

· Ensure hotel bookings and travel arrangements are made for missions to / from / within country and contact is maintained regularly with staff travelling away from the office

· Support Finance and Administration Officer in overseeing procurement of required equipment and office consumables and materials

Bookkeeping and Accounts 

· Maintain office petty cash box, ensuring cash is counted and reconciled weekly where possible 

· Prepare all payment vouchers as per procedures and ensure they are properly  authorised, signed and filed numerically 

· Prepare purchase orders as per procedures 

· Ensure that items received are processed correctly onto a Goods Received Note

· Ensure that invoices are received for all items received and check that details are correct

Partner and Staff Capacity Building

· Support partner organisations with training and mentoring in respect to any improved administration, logistics, as agreed in organisation development plan
General

· Perform such additional tasks as may reasonably be requested from time to time by the Administration Officer, Programme Manager or Regional Representative

· In undertaking the role, comply with all Brooke global and regional policies and procedures

Note:

This list of tasks may not be exhaustive and will be reviewed from time to time. 
Person Specification

The skills, abilities, experience and knowledge outlined below provide a summary of what is required to carry out this job effectively. They also form the selection criteria on which the decision on who to appoint will be made. Please ensure that you show how you meet the criteria outlined below in your application. 
	Knowledge and experience


	Essential
	Desirable

	1
	At least 6 months work experience in an office environment
	√
	

	2
	Educated to school leaver certificate level
	√
	

	3
	Ability to understand and operationalise administrative policies, procedures and controls
	√
	

	4
	Some experience in supporting administration, finance and HR functions
	√
	

	5
	Good understanding of various cultures, communication needs and channels
	√
	

	6

	An understanding of the importance of working equines to the economies of developing countries
	
	√

	
	
	Desirable

	1
	Good information management skills including the ability to write clear concise simple reports
	√
	

	2
	Good interpersonal skills and working diplomatically with colleagues to develop trust, shared understanding and motivation
	√
	

	3
	Good organisation and planning skills
	√
	

	4
	High level of fluency in French and basic conversation skills in English
	√
	

	5
	Strong IT skills (Word, Excel, PowerPoint, Outlook)
	√
	

	6
	Committed to learning and willingness to take responsibility for developing skills from work experience
	√
	

	7
	Committed to the aims of the Brooke, animal welfare and community development
	√
	


The post holder must be able to secure entry and residence to live and work in Senegal and be eligible to secure visas to visit other countries in the West Africa region.
This job description is a written statement of the key aspects of the above job.  This document details the main responsibilities, tasks and includes a note of the skills, knowledge and experience required for a satisfactory level of performance.  A job description is not intended to be an exhaustive account of all aspects of the duties involved.
The Brooke – How we started and what we do

The Brooke was founded in 1934 by Dorothy Brooke, who had been shocked at the plight of ex-war horses, sold into hard labour in Cairo's streets. She bought 5,000 of these horses - and went on to set up a free veterinary clinic. From that beginning, the Brooke has become the UK’s leading overseas welfare charity for working horses, donkeys and mules. 

Working animals form the backbone of the economy in many developing countries, supporting countless poor communities where many people earn less than a dollar a day. One working horse or donkey can enable a poor owner and their family, on average six people or more, to survive – so we estimate our work also benefits over 4 million people. 

Our mission is to work directly and through partners to do whatever will most improve the welfare of working horses, donkeys and mules through the alleviation of existing suffering and the development of better welfare practices and facilities to prevent and reduce suffering in the future.

The Brooke’s mobile vet teams and community animal health workers, and our partner organisations worldwide, provide free treatment to animals and train animal owners, local healers, farriers, saddlers, feed sellers, harness and cart makers – so making a sustainable difference. Our work is underpinned by methods developed with Bristol University Veterinary School. 

We also raise awareness in the wider community of these animals’ vital contribution – and show how healthier, happier animals can be more productive – to help ensure that local, regional and national governments and other organisations work to improve access to the resources needed for better animal welfare. 

The Brooke currently operates across ten countries in Asia, Africa, Central America and the Middle East, with over 1,000 highly-skilled staff working directly in the field.

Our goal is to increase the number of working animals we reach from 1,100,000 every year to measurably improving the lives of at least 2 million horses, donkeys and mules in the most need in the developing world.
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