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    Innovative conservation since 1903 

“In the past century FFI has consistently 

saved species from extinction and 

protected habitats from destruction. 

Their solutions have always been 

practical, efficient and sustainable in 

local circumstances.” 

 

Sir David Attenborough,  

FFI Vice-president 



FAUNA & FLORA INTERNATIONAL  
 

Founded in 1903, Fauna & Flora International (FFI) is the world’s longest-established international 

conservation organisation. Our vision is to create a sustainable future for the planet where 

biodiversity is conserved by the people living closest to it. We aim to do this through the 

conservation of threatened species and ecosystems worldwide, choosing solutions that are 

sustainable, based on sound science and take account of human needs. We have become a 

trusted entity in the world of conservation. FFI’s global headquarters are located in Cambridge, UK, 

and FFI is active in over 40 countries. 

 

 

AFRICA PROGRAMME 
 

Working closely with local partners, FFI’s Africa Programme currently supports operations in 13 

countries in West, Central, East and Southern Africa, and is implementing a range of projects 

focused on both terrestrial and marine species and habitat conservation, biodiversity planning, 

protected area management, institutional development and capacity building, sustainable use and 

community-focused wildlife management initiatives.  

 

To achieve its mission in Africa, FFI uses different approaches to work with and alongside local 

partners to focus on the sustainable use and management of natural resources as a means to 

effective conservation in the long-term. In all its projects in Africa, FFI seeks to:  

 

 Build and support local partnerships with African conservation and community development 
organisations  

 Strengthen institutions to bring sustainability and added value to projects  

 Maintain long term presence and relationships  

 Reconcile conservation goals with the needs of local people  

 Incorporate sound science in decision-making  

 

 
WEST AFRICA PROGRAMME 
 

Liberia and Guinea are home to large remaining intact sections of Upper Guinean Forest rich in 

endemic and endangered species not found elsewhere. These forests are at risk from extreme and 

immediate threats, such as slash-and-burn agricultural expansion, mining and poaching. Recently, 

following years of civil conflict, communities that were returning to their ancestral lands have been 

faced with further challenges to their livelihoods presented by the biggest outbreak of Ebola HV to 

date. 

 

In 2006, the Liberian Government made a declaration to put aside 30% of its forest for a protected 

area network (PAN). To date, less than 4% of the PAN has been officially gazetted to formal 

protected status and FFI is working with the Liberian Forestry Development Authority (FDA) to 

strengthen protected area management at a number of sites, including the northern transboundary 

forest landscape that borders Guinea. In Guinea FFI focuses conservation efforts within the Ziama 

Man and Biosphere Reserve (MAB), in partnership with the statutory authority responsible for the 

management of the forest, Centre Forestiere de N’Zerekore (CFZ).  

 



FFI’s West Africa programme focuses on building capacity at multiple levels within Liberia and 

Guinea to enable long-term management of natural resources. It supports mechanisms for 

sustainable community-based natural resource management, working through local partners and 

with industry, and engaging with relevant international, regional and national stakeholders including 

local communities, non-governmental and civil society organisations, and local and central 

government agencies. 

 

 

THE OPPORTUNITY 
 

FFI is seeking the new position of Grant and Operations Manager to oversee financial and 

compliance management and administration aspects of the West Africa Programme with a specific 

focus on two large grants under the USAID-funded West Africa Biodiversity and Climate Change 

(WA-BiCC) programme, whose overall goal is to improve conservation and climate-resilient, low-

emission growth across West Africa. These grants support conservation activities in two initiatives 

in the a) Taï-Grebo-Krahn-Sapo Transboundary Forest Landscape between Liberia and Cote 

d’Ivoire and b) the Ziama-Wonegizi-Wologizi-Foya (ZWWF) Transboundary Forest Landscape 

between Guinea and Liberia. 

 

The goals of these conservation initiatives are, along with various partners and stakeholders, to 

promote innovative collaborative management of the two landscapes that strengthens forest 

conservation, ensures connectivity between sites, enhances forest governance, improves the 

livelihoods of the people within the landscape and empowers local stakeholders to effectively 

manage their resources. 

 

This growth in FFI’s Liberia and Guinea programmes provides an excellent opportunity for the 

successful candidate to drive the programme’s grant, operational and financial management in a 

professional way to support effective delivery of FFI’s conservation projects. Working closely with 

the Liberia Programme Country and Operations Manager and the wider technical, financial and 

administrative teams, the successful candidate will oversee the effective operations, finances and 

grant management of both WA-BiCC grants along with FFI’s other portfolio of funded work. The 

role is primarily focused on operational and financial management of the WA-BiCC portfolio, yet 

approximately 20% of the Grant and Operations Manager’s time will be spent on supporting the 

project operations, logistics and finances across the wider programme. 

 

You will have a strong track record and experience in operational and financial management, 

including detailed knowledge of funder and legal compliance, financial reporting, staff management 

and mentoring and logistics. Knowledge of statutory and regulatory frameworks in Liberia and 

Guinea will be beneficial. You will possess a strong background in financial and grant compliance 

and management, have experience of an NGO environment and demonstrate commitment to FFI’s 

mission, vision and organisational values. 

 

Final appointment will be subject to final confirmation of funding for the position. 

 

 

 

 

 

 



TERMS AND CONDITIONS 
 
Start Date: As soon as possible  
 

Duration of Contract: Until 31 January 2020,  

with potential to extend subject to funding availability 
 

Probation Period:  Six months 
 

Benefits: For international appointments, FFI expatriate benefits will apply 
 

Salary Range: USD 40,000 – USD 45,000 
 

Location: This position will be based at FFI’s office in Monrovia, Liberia, with 

travel to project sites as required. Occasional international travel to 

FFI’s head office in Cambridge, UK may also be required. 

 

Hours of Work: This is a full time position, working Monday to Friday from 8.00am to 

5.00pm with a one-hour lunch break. These hours may vary 

depending on the requirements of the job when undertaking field 

travel. 
 

NB:  This is an unaccompanied position 

 

 

JOB DESCRIPTION 
 

Job Title:   Grant and Operations Manager, Liberia  
 

Reporting to:  Country and Operations Manager, Liberia 
 

Line Manager of: Liberia Programme Finance and Administration Team Members (3 members 

of staff) 
 

Key Internal   

Relationships:   

   Programme Manager, Liberia (PML) 

Senior Programme Manager, West and Central Africa 

Finance and Grant Administrator (UK) 

Finance & Administration staff (Liberia) 

Technical staff, Liberia Programme 

Project Manager, Ziama Forest 

Finance & Administration staff (Guinea) 

Finance Business Partner, Africa 

   Africa team members 

UK Finance Team 
 

Working with:  The Grant and Operations Manager will routinely liaise with partner 

organisations and programme donors and funders, representing the values 

and interests of FFI at all times. 

  

 

 



Purpose: 
 

The Grant and Operations Manager’s role is to ensure effective management of the financial, 

administrative and operational functions of the FFI Liberia Programme, with a primary focus on the 

WA-BiCC portfolio including WA-BiCC funded work in Guinea. 
 

The role will oversee day-to-day operations and financial management including ensuring all 

expenditure and operations under the WA-BiCC grants are undertaken to the highest possible 

standards of donor and internal compliance. The role includes management of the finance and 

administration functions of the FFI Liberia programme, including management of the running of the 

country office, finance and administration staff line management and coordination of grant 

compliance, logistics, systems and processes, in conjunction with colleagues in Liberia, the UK 

and Guinea where relevant. The role will be required to strengthen internal systems and 

procedures that enable FFI programmes in Liberia and, related to WA-BiCC, Guinea to maintain an 

effective and dynamic team that delivers impactful conservation action. 

 

Responsibilities: 
 

Under the immediate supervision of Country and Operations Manager (COM), Liberia, and working 

as relevant with WA-BiCC project staff in Guinea, the Grant and Operations Manager will:  

 

 Operational Management 

 Oversee day to day financial and logistical management of the FFI Liberia portfolio, with a 

specific focus on WA-BiCC funds, and WA BiCC funds in Guinea, ensuring compliance with 

FFI and donor operating standards, policies and procedures, contracts and grant agreements  

 Working with project managers and the Finance and Administration Team to support logistical 

and operational planning that enables projects to meet aims, objectives and timelines 

 Oversee to ensure the effective administration of funds including but not limited to: 

 Funding and donor proposals and resulting contracts and grant agreements are appropriate 

to, and comply with, FFI operating standards and implementation conditions within Liberia 

and where relevant, Guinea 

 Development and implementation of in-country systems, policies and procedures, that 

accord, to the extent possible, with institutional systems, policies and procedures (including 

implementation of knowledge, data and IP management processes) 

 Compliance with FFI’s systems, policies and procedures, such as Travel Risk Assessments 

 Compliance with FFI’s organisational Delegation of Authorities 

 Appropriate recording, maintenance and tracking depreciation of FFI assets 

 Programme compliance with national and institutional Health and Safety policies and 

procedures to manage and minimise financial and operational risk within the Liberia and 

Guinea programmes 

 Facilitate dissemination and application of best practices in operational and financial 

management, particularly of USAID funding, in Liberia and Guinea 

 Provide support to the COM by keeping informed of security issues within the West Africa 

region and communicate issues of concern, advising of potential impact on the staff, 

operations, and finances of the portfolio  

 In collaboration with the COM, PML and wider Africa Programme Team, develop strategies to 

manage impacts to grant compliance caused by external factors 

 Provide support to the COM and West Africa technical teams for clear and strategic 

management of funder relationships, encouraging open and regular communication and 

hosting donor visits as required 

  



Financial Management and Reporting 

 Collaborate with the COM, Finance Manager Liberia, Accounts and Office Manager, the 

Finance Business Partner, Africa, and Project Managers to ensure: 

 Accurate and diligent financial management  

 Compliance with internal financial policies and procedures  

 Compliance with contracts and grant agreements, including co-financing and procurement 

requirements 

 Application of best practice approaches in the management of USAID and other statutory 

funding, building relationships with relevant in-country partner NGOs and funding agencies 

 Timely submission of invoices and internal transfer requests to maintain appropriate cash 

flow  

 Maintenance of financial records to meet in-country and wider institutional, statutory and 

donor auditing requirements 

 Provide support and advice on operational and grant management to partner organisations 

within the WA-BiCC portfolio, and wider Liberia programme as required 

 Support the Finance Manager Liberia, the COM and programme technical staff to ensure FFI 

internal reporting requirements and all grant reporting requirements are met in an accurate and 

timely manner 

 Maximise use of internal FFI systems to coordinate reporting processes and work proactively to 

ensure reporting and milestone deadlines are diligently met 

 Work with the Finance Manager, Liberia, COM, PML, Finance Business Partner, Africa and 

wider programme team to coordinate the annual budgeting and periodic reforecasting 

processes for the Liberia programme 
 

Programme Legal Compliance 

 In collaboration with the PML, COM, Finance Manager Liberia and Accounts and Office 

Manager, coordinate the legal compliance of FFI’s operations in Liberia with regard to the WA-

BiCC portfolio and wider programme as requested, including: 

 Ensure the administration of FFI’s local bank accounts are well managed and in 

accordance with FFI’s Delegation of Authorities, policies and procedures 

 Ensure administration and maintenance of insurances, registrations, permits, letters of 

authority etc. necessary for the continued presence of FFI Liberia and the implementation 

of FFI operations in Liberia 

 Ensuring submission of statutory in-country returns, accounts etc. in a timely manner 

 In collaboration with the COM, PML and HR team in the UK, oversee the Administration and 

Finance team to ensure compliance with Liberian legislation for the operational and financial 

management of the programme, including but not limited to: 

 implementation of national contracts in accordance that comply with local labour laws, FFI’s 

Delegation of Authorities and to the extent possible with institutional HR practice  

 tax, social security and other mandatory systems are in place and in compliance with local 

labour and tax laws  

 necessary visas, work permits etc. are secured  

 Remain up-to-date with statutory and regulatory frameworks relevant to operations in the 

region, especially with regard to US government funding 

 

    Staff Management 

 Provide strong and motivational management to the personnel within the Administration and 

Finance Teams in Liberia to support efficient, effective delivery of FFI’s conservation  

programme in Liberia through objective setting, continuous performance management, annual 

appraisal, training provision and personal development planning 



 In collaboration with the COM and PML and in accordance with FFI’s Delegation of Authorities, 

coordinate the recruitment of local and international staff and consultants 

 In collaboration with the COM and PML and UK-based staff and with regard to the WA-BiCC 

portfolio primarily but with support for the wider Liberia programme, conduct periodic reviews 

and revisions of FFI staff salaries, policies and procedures and updating of HR policies and 

procedures to ensure compliance with Liberian and Guinea Labour Laws and fit to FFI global 

procedures. 

 

Communications and General  

 Work as an active member of the West Africa and wider Africa team and attend regional Africa 

team and project team meetings as requested 

 Provide input, where appropriate and when requested, on other operational and financial 

management work undertaken by the Africa programme 

 Ensure clear and effective communication around operational management with technical and 

non-technical staff within the FFI Liberia and wider regional programme as appropriate 

 Proactively ensure regular, high quality and effective communication and coordination with the 

COM and network of colleagues in the UK and Guinea  

 With agreement of the COM, perform any other tasks that may be requested from time to time 

that are appropriate to skills and experience 

 Travel to project sites as required to ensure effective and efficient operational and financial 

management 

 

Programme Representation  

 At the request of the COM, represent FFI and the Liberia programme as needed with third 

parties, government entities, donor agencies and partner NGOs, adhering to organisational 

values and commitments 

 

 
PERSON SPECIFICATION 
 

 Essential 

 

Desirable 

Skills  Excellent operational management skills with 

proven experience in donor reporting, statutory 

fund and legal compliance, personal 

management, logistics and grant management  

 Excellent financial management and numeracy 

skills, including budgeting, expenditure 

accounting and reforecasting 

 Excellent leadership and people management 

skills, with ability to motivate and performance 

manage individuals to achieve excellence 

 Strengths in planning, organisation and 

coordination of complex logistics and operations  

 Fluency in English and French (spoken and 

written) 

 Strong, clear written communication skills  

 

 

 



 Strong prioritisation and time management skills, 

with ability to work to multiple deadlines 

 Strong Microsoft Office skills, including Outlook 

and Excel and experience with financial 

accounting programmes 

 

Knowledge 

and 

experience 

 Substantial professional experience in grant and 

financial management in a similar international 

organisation 

 Proven record of ownership of, and accountability 

for operations and financial management at a 

similar level 

 Experience of grant reporting to large statutory 

donors and understanding of their processes 

 Understanding of the statutory and regulatory 

compliance frameworks within which 

development projects operate  

 Experience working within an NGO environment  

 Experience managing teams to overcome 

complex operational and logistical challenges 

across multiple locations 

 An understanding or appreciation of 

implementing challenging fieldwork 

 Experience in developing and embedding 

systems and processes 

 Advanced degree or equivalent qualification in 

business administration or operations/logistics 

 

 

Behavioural 

qualities 

 Commitment to FFI’s mission and vision 

 Commitment to organisational and legal 

compliance 

 Commitment to responsible management of and 

reporting on donor funds 

 Output-driven 

 Rigorous and diligent approach to work 

 Ability to work under pressure to trouble-shoot 

complicated logistical issues 

 Team player, demonstrating ability to seek out 

and harness the views and contributions of others 

 Ability to build positive personal and 

organisational relationships 

 Ability to work within a multi-cultural environment  

 

 

 

 

 

 

 

 



HOW TO APPLY 
 

Applications, consisting of a covering letter, a full CV and contact details for two referees (who will 

not be contacted without your consent) should be sent electronically to africajobs@fauna-flora.org  

 

In your cover letter please explain why you feel you should be considered for this post, highlighting 

your relevant skills, knowledge and experience and how they meet the requirements of the role 

profile. 

 

The closing date for applications is Sunday, 11 March 2018. Interviews will be held during the 

week commencing 19 March 2018. 

 

Please mark your application ‘Grant and Operations Manager, Liberia’. 

 

Regrettably, due to limited resources and the high number of applications we receive, we are only 

able to contact short-listed candidates. If you do not hear from us within four weeks of the closing 

date, please assume that you have not been successful on this occasion. 

 

 
APPLICANTS WITH DISABILITIES 
 

FFI encourages applications from individuals with a disability who are able to carry out the duties of 

the post.  If you have special needs in relation to your application, please contact Jade Bedwell, 

HR Administrator, on Tel: +44 (0)1223 749044 or Email: jade.bedwell@fauna-flora.org 

 

FFI values diversity and is committed to equality of opportunity 

mailto:africajobs@fauna-flora.org
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