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Job Title: Head of Operations 

Department: Senior Management Team 

Location: Yangon, Myanmar (with up to 40% of time spent travelling to project 
locations and field offices) 

Reports to:  Country Director Myanmar  

Line Management 
responsibility:  

Departments: Finance, Logistics & Procurement, HR & Admin, 
Communications & ICT  

Budgetary Responsibility:  £ 3.5 million (approximately, with growth potential) 

Child safeguarding level:  We are committed to the safeguarding and protection of children and 
vulnerable people in our work. We will do everything possible to ensure 
that only those who are suitable to work with children and vulnerable 
people are recruited to work for us.  
Therefore, this post is subject to a range of vetting checks including a 
criminal records disclosure, DBS, or in the event that the employee is not 
a UK resident, a check to its equivalent in the current residing country will 
be required. 

Job Purpose: 
The Head of Operations (HOO) is responsible for the overall leadership, supervision, management, and 
monitoring of Finance, Logistics & Procurement, HR & Admin, Communications & ICT components of 
MA-UK’s country operations, ensuring compliance with government regulations, and MA-UK and donor 
policies and regulations related to these functions.  

 
The HOO provides technical support to the operation units under the direct supervision of Country Director, 
and takes ownership of the development and implementation of Operations Strategic plan, annual budgets 
and work plan. The HOO supports the programme team in the development of project proposals in 
accordance with MA-UK strategic plan. 

 
Key Accountabilities: 

 
Leadership and Management 
 

1. Develop long-term vision and action planning achieving significant positive impact on 
operations (i.e. Finance, Logistics & Procurement, HR & Admin, Communications & ICT) 
management & accountability within the country programme. 

2. Provide leadership to the development, improvement and implementation of policies, SOPs and 
guidelines across all key operational areas. 

3. Ensure strategic operational gaps are identified, flagged and addressed by relevant teams. 
4. Drive forward the development of key operational systems, supporting more efficient and 

decentralised ways of working. 
5. Lead on the coordination of the annual planning and reporting processes and the production of 

the annual work plans and reports. 
6. Supervise performance of the MA-UK Finance, Logistics & Procurement, HR & Admin, 

Communications & ICT departments and ensure compliance with the requirements of the 
relevant ministries, MA-UK policies and procedures, and donor requirements. 

7. Lead on the development of annual work plans and budgets, ensuring that they reflect overall 
programme priorities and expected outcomes, mitigate risks, and achieve maximum obtainable 
efficiency. 

8. Lead and develop Finance, Logistics & Procurement, HR & Admin, Communications & ICT 
strategic objectives that responds to programme delivery needs in Myanmar. 
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Finance Management  
 

1. Support the finance department in preparing budget vs actual report on monthly basis, share 
with programme staff, and arrange monthly budget vs actual meeting with the programme staff 
and take appropriate action as recommended by the programme team. 

2. Continually review and improve finance policies, procedures and accounting systems to increase 
efficiency, effectiveness and enhance control environment. 

3. Review and analyse monthly, quarterly and annual financial reports with programme 
managers/coordinators and provide budget guidance to programme staff, as needed. 

4. Work with programme managers/coordinators and develop budgets for new project proposals.  
5. Review financial statements to ensure that inter-department coordination and dispensing 

department behaviour is such as to promote budget conformity and good cash management. 
6. Orient accounting, project management and partner staff in relevant and appropriate 

administrative and financial management practices, policies, procedures, and standards. 
7. Collaborate with the Head of Programmes (HoP) and Country Director to identify finance needs, 

financial management issues and develop strategies to address them, optimizing funding 
opportunities of the country programmes in line with country priorities and the corporate 
framework. 

 

Human Resources Management 
 

1. Lead on the periodic review and revision of the MA-UK compensation and benefits package 
ensuring it is competitive yet conforms to budget availability and organisational needs. 

2. Ensure that the administration of staff benefits and compensation is in line with the local labour 
law and any changes in legislation is reflected accordingly. 

3. Ensure employee relations issues are managed positively and staff grievances are resolved 
amicably within agreed timescales and in accordance with MA-UK’s policies and procedures. 

4. Ensure employee training needs analysis is conducted annually and effective learning and 
development interventions are recommended to line managers, developed and delivered within 
agreed budgets and MA-UK’s strategic plans, resulting in effective talent management and 
development.  

5. Ensure MA-UK Performance Management System is fully implemented across MA-UK, including 
field offices and actively encourage the development and maintenance of a performance and 

continuous learning focused work culture. 
 
Administration, Procurement & Logistics Management 
 

1. Ensure the implementation and maintenance of administrative control systems is in compliance 
with MA-UK and donor regulations. 

2. Manage and supervise procurement staff to ensure efficiency and compliance with MA-UK and 
donor purchasing policies and procedures. 

3. Oversee inventory control and property management; ensure maintenance of accurate and up-
to-date inventory of all MA-UK assets. 

4. Ensure optimal utilisation and maintenance of programme assets and resources including 
computers, vehicles, furniture, supplies and other equipment. 

5. Provide recommendations for improving the cost-efficiency of MA-UK operations and support 
implementations, as required. 

6. Ensure that MA-UK facilities meet the needs of staff in terms of the physical environment, 
making recommendations for improvement as needed and overseeing modifications.  

7. Identify management system weaknesses, establish priorities, provide recommendations for 
improved systems performance and ensure compliance through follow-up with the department 
and area coordinators.  

8. Ensure the integrity of partners' administrative, financial and logistics systems, in line with MA-
UK and donor standards.  

9. Provide strategic leadership around future investments in IT systems development and 
integration, ensuring efficient use of most current and feasible technology where possible to  
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improve organisational systems and performance, and develop clear processes (including any 
training and human recourse requirements) for transitioning to new systems. 

10. Ensure MA-UK has robust security management procedures in place and MA-UK meets its duty 
of care to staff, partners and beneficiaries.  

11. Ensure security risks are monitored effectively across all MA-UK offices and operations and 
provide support to the CD and SMT in the event of crisis management.  

12. Ensure Logistics and Procurement training and capacity building is provided to logistics, 
procurement and program employees. 

13. Ensure compliance with internal organisational and donor requirements, rules and regulations 
relating to logistics and procurement, particularly in relation to anticorruption measures and 
value for money principles. 

14. Work closely with HQ logistics and procurement team to ensure the implementing of the logistics 
and procurement strategy at country office level, mindful of key strategic contracts and 
framework agreements at global and country level. 

15. Ensure a warehouse strategy and management framework is developed for the country office, in 
line with the global strategy, inclusive of rent and stock management considerations. 

 
Audit and Risk Management 
 

1. Ensure that the statutory accounts of the office are annually audited by an external auditor 
appointed for a fixed term in consultation with the HQ. 

2. Ensure and facilitate successful audits of any donor funded programme which is audited by 
external auditors of donor agencies in consultation with the HQ. 

3. Ensure follow-up on financial and risk disclosure issues. 
4. Maintain an overview of organisational policies, systems and procedures relevant to finance, HR 

and administration, ensuring regular review, developments and improvements and that these are 
communicated and implemented appropriately throughout MA-UK. 

5. Ensure strong systems are in place to monitor and manage risks and that risk registers are 
maintained for finance, HR and Administration. 

6. Have an oversight of the existing risks, identify new/potential risks and ensure that required 
measures are put in place to mitigate these risks. In addition, bring significant risks, real & 
potential to the attention of the CD and Senior Management Team, ensuring timely action. 

7. Work closely with relevant teams to support stronger integration of risk management into their 
daily work through the provision of tools, training and support. 

 

People Management & Capacity Building 

 
1. Provide regular one to ones to the relevant employees, ensuring that you and the employee 

adhere to MA’s annual appraisal “PACE” framework. 
2. Provide regular coaching, guidance and support to all direct reports, ensuring they have clear 

SMART objectives and personal career development plans, to be reviewed in monthly one to 
one coaching sessions. 

3. Ensure all new employees managed by you, receive a timely and effective on-boarding 
programme. 

4. Identify finance, administration and other support staff capacity building needs and ensure 
required support and training is provided. 

5. Oversee finance, HR and administration functions ensuring qualified staff are recruited, 
developed and retained and that all relevant policies and procedures are adhered to. 

 
Networking and Coordination 
 

1. Support the Country Director in strengthening of MA-UK network by build strategic linkages with 
government departments, members and other stakeholders on matters relevant to the MA-UK 
activities under the guidance of the Country Director. 
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2. Ensure and facilitate cross-department and cross-organisational participation, collaboration and 

knowledge sharing, including with headquarters, for optimum performance of MA-UK country 
office operations. 

 
General 

 
1. Maintain up-to-date knowledge of relevant MA-UK and donor policies, regulations and 

the laws of the country and ensure its compliance. 
2. Actively participate in Senior Management Team Meetings, and other team meetings to facilitate 

coordination, understanding, and cooperation between the support and other departments. 
3. Champion our values and as a member of the Senior Management Team, advocate and 

champion a diverse workforce and a culture that contributes to equal opportunities. 
4. Work in collaboration with the HQ finance, HR, Procurement, Programme, Internal Audit and 

other relevant functions to ensure consistency and quality of MA-UK operations. 
5. As a member of the Senior Management team, represent the organisation in the charity sector 

and help build, influence and maintain positive external relationships. 
6. Proactively network at key forums/events in order to build credibility of MA-UK through visibility of 

its work and build a good network of key contacts amongst relevant stakeholders. 
7. Maintain up-to-date knowledge of effective financial, HR and other relevant operations 

management approaches and strategies and consistently apply these in the performance of the 
role’s responsibilities. 

8. Maintain and store all records in hard and soft copy formats in line with the internal data 
management and IT policies. 

9. Comply with all policies, procedures, legal and regulatory requirements.  
10. Perform any other duties commensurate with the accountabilities of the post. 

 
 

 

 

Person Specification  

 Essential / Desirable Assessment Stage 

Qualifications:  
Educated to masters / Post-graduate degree level from 
recognized university in the field of Finance, Economics, 
Business Management/Administration or any other 
relevant discipline or demonstrable equivalent 
experience. 

E 
Application, 

Background check 

Qualified member of an accountancy body or holder of 
an equivalent qualification, such as ACCA, CA 

D 
Application, 

Background check 

Experience & Knowledge:  
Substantial proven post qualification experience working 
in a similar position in an INGO, including Senior 
Management experience, preferably in similar context  

E 
Application and 

Interview 

6-12 years’ experience of senior level finance experience 
within an International non-profit organization, UN or 
other 
 

E 

Application and 
Interview 

Experience in the financial management of European 
donors 
 

E 
Application and 

Interview 

Demonstrable experience of funding streams to the 
charity sector, particularly in institutional grants. 

E 
Application and 

Interview 

Demonstrable experience of developing and successfully 
implementing departmental work plans and budgets to 
accomplish organisational objectives. 

E Application and 
Interview 
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Extensive knowledge of the technical operating 
principles, practices, and problems of governmental 
accounting, hedging, INGO accounting, budget control, 
procurement, collection, licensing, insurance claims, and 
payroll administration procedures. 

E 
Application and 

Interview 

Experience in the analysis and interpretation of fiscal and 
accounting records and the formulation and 
administration of general controlling policies. 

E 
Application and 

Interview 

Substantial experience in managing resources and 
external relationships with a range of people and 
organisations, including promoting effective partnerships 
and contracts. 

E 
Application and 

Interview 

An understanding of Charity governance including 
knowledge of international reporting standards. 

D 
Application and 

Interview 

Through understanding of financial systems and how it 
interacts with other operational systems to maximize its 
information generating capabilities. 

E 
Application and 

Interview 

Understanding and awareness of Anti –Corruption 
processes. 

E 
Application and 

Interview 

Knowledge or appreciation of Myanmar in terms of its 
political, economic and social trends plus a good 
understanding of the key development and humanitarian 
issues in the region. 

D 
Application and 

Interview 

Strong knowledge of CHS and SPHERE standards. D Interview  

IT literate with demonstrable knowledge of Microsoft 
Outlook, Word, Excel and PowerPoint. 

E Test 

Clean Driver’s License (Motorcycle or car) D Application  

Skills & Abilities: 
Fluent in written and spoken English with excellent 
interpersonal and communication skills.  

E 
Application, 

Interview and Test  

Spoken & written knowledge of Burmese. D Interview 

Good networking, influencing and negotiation skills. E Interview 

Ability to work in a systematic and methodical manner, 
maintain confidentiality and meticulous attention to 
detail with high degree of accuracy. 

E Interview 

Excellent problem-solving skills, with the willingness to 
deal with problems as they arise. 

E Interview 

Ability to operate and think strategically, along with 
proven analytical skills and Project Management skills 
and be able use these to solve problems and make firm 
decisions  

E Interview and Test 

To have strong people management expertise to provide 
direction and effective support to a multidisciplinary and 
multicultural team along with coaching skills. 

E Interview 

A strong network of relevant contacts.  D Interview 

Ability to work with minimal supervision on your own 
initiative as well as part of a diverse team in a 
multicultural context as a flexible and respectful team 
player  

E 
Application and 

Interview 

Ability to work creatively, innovatively and effectively to 
produce results in a challenging environment, where 
frequent interruption of activities due to changing nature 
of programme happens, and within tight deadlines and 
budgets. 

E 
Application and 

Interview 

Ability to deal with difficult situations and conflict with tact 
and required sensitivity. 

E Interview  
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Willingness and availability to work in the field and travel 
to other remote programmatic sites within the country, as 
required. Willingness and availability to travel and 
overseas is desirable. 

E Interview  

Flexibility and willingness to work in the evenings and 
weekends when required. 

E Interview  

Commitments: 
Commitment to Muslim Aid’s mission, visions and values 

Essential 
Application and 

Interview 

Commitment to Muslim Aid’s ethos 
Essential 

Application and 
Interview 

Commitment to equality of opportunity and diversity 
Essential 

Application and 
Interview 

Commitment to Muslim Aid’s Global Safeguarding Policy  
Essential 

Application, 
Background check, 

 

You will display the competencies below : 

Competencies Definition 

Team working 
Co-operates with and respect colleagues to exceed up and beyond individual 
efforts 

Communication The ability to listen, express and communicate information effectively  

Performance 
Management 

Delivery of organisation objectives through effective setting of SMART 
personal goals and team goals 

Results Focused 
Getting the job done in an efficient way through effective time, task and 
financial management 

Leadership 
Inspiring, supporting and developing others to achieve outstanding levels of 
performance 

Innovation & Continuous 
Improvement 

Constantly seeking to improve the way business is done through analysis, 
creativity, problem solving and change initiatives 

 

 

 

 

 

 

 

Please signify your acceptance of this job description by signing below and returning a copy to HR 

Employee 
signature:  

 Employee 
Name:  

 Date:   

Line Manager 
signature: 

 Line 
Manager 
Name:  

 Date:  


