
	 	

	
	

 
PAGoDA	Project	“Tfanen	–	Tunisie	Créative”	

	

Finance	Consultant	

	

Terms	of	Reference			

	
Project	Background		

	

The	European	Union	€11m	“Programme	to	Support	the	Strengthening	of	Tunisia’s	Cultural	Sector”	
(PACT	–	Programme	d’Appui	a	la	Culture	en	Tunisie)	aims	to	support	the	redefinition	of	Tunisian	
cultural	policy	and	the	restructuring	of	the	cultural	sector,	in	the	context	of	Tunisia’s	democratic	
transition.	
	
The	second	strand	of	the	Programme	(known	as	Tfanen-Tunisie	Créative)	is	implemented	through	a	
€10,6m	PAGoDA	contract	implemented	by	the	British	Council	on	behalf	of/in	partnership	with	the	
European	National	Institutes	of	Culture	(EUNIC).	Overall	objectives	of	Tfanen	are	to	stimulate	a	local	
collaborative	approach	to	creating	a	social	and	cultural	ecosystem,	inclusive	for	all	groups	of	society.	
Specific	objectives	are	to:	
	

1. Promote	cultural	diversity	and	access	to	culture	in	Tunisia,	targeting	in	particular	vulnerable	
populations	

2. Support	the	freedom	of	expression	and	creation,	increased	international	exposure	and	
knowledge-sharing	

	
Tfanen	comprises	a	strong	capacity	building	and	grant	mechanism	approach	and	engages	with	a	
wide	variety	of	stakeholders:	ministries,	decentralised	public	bodies,	cultural	professionals	and	civil	
society	organisations.	The	project	started	in	June	2016	for	an	initial	duration	of	36	months.	In	2018	
the	project	was	extended	for	an	additional	period	of	6	months	and	has	just	been	re-extended	until	
November	2021.	
	

Purpose	of	the	consultancy	

	

As	 a	 deputy	 Finance	Manager	 and	 a	member	 of	 the	 core	 team	delivering	 the	 Tfanen	 project,	 the	
Consultant	will	be	responsible	for	supporting	all	the	administrative	and	financial	management	of	the	
project.	
	
In	 particular,	 this	 role	will	 support	 consistent	 and	 effective	management	 of	 all	 aspects	 of	 project	
finances,	 ensuring	 rigorous	 financial	 control	 and	 complete,	 accurate	 and	 accessible	 information	 in	



	 	

	
	

compliance	 with	 clear	 financial,	 procurement,	 administrative	 and	 audit	 procedures	 and	
requirements.	
 
The	 Finance	 Consultant	 works	 as	 part	 of	 the	 wider	 Tfanen	 team	 and	 may	 be	 required	 to	 work	
occasionally	in	or	with	other	areas	as	the	project	evolves	and	develops.	

Key	Responsibilities	

	
Key	responsibilities	imply	providing	support	to	the	Tfanen	Finance	manager	in	the	following	tasks: 

• Work	with	the	Finance	Manager	on	Financial	and	administrative	grant	management,	
payment	of	grants,	review	and	follow	up	of	grantee	financial	reports	

• Participation	in	grantees’	financial	capacity	building	exercise	on	financial	management,	
according	to	Tfanen	Guidelines	by	bringing	clarifications	to	grantees	about	financial	
guidelines,	identifying	grantees’	training	needs	and	coordinate	with	grant	team	the	
organisation	of	relevant	training	sessions	

• In	close	collaboration	with	the	grant	team,	review	and	validate	grantees’	budget	
amendments	requests	according	to	Tfanen	grant’s	financial	guidelines	and	in	line	with	local	
regulation	

• Update	and	support	electronic	filing	of	documents	on	the	project’s	SharePoint	site,	under	
the	supervision	of		the	Project	Manager	

• Participate	in	grantees’	budget	proposal	evaluations	within	new	calls	(concept	notes	and	
final	proposals)			

• Support	the	team	with	final	financial	evaluation,	monitoring	and	closing	of	allocated	grants	
• Support	grant	administrative	and	financial	monitoring	and	follow	up	activity,	ensure	audit	

requirements	are	considered	in	day-to-day	Programme	delivery	and	that	audit	trail	is	visible,	
transparent	and	maintained	by	all	members	of	the	team	

• Ensure	due	diligence	administrative	and	financial	checks	on	potential	partner	organisations	
and	grants	beneficiaries	

• Ensure	grant	projects’	reporting	monitoring	and	tracking	by	maintaining	an	electronic	
database	for	grantee	Financial	reporting	and	tracking	

• Coordinate	effective	and	timely	grant	support	to	the	Grant	and	the	Finance	managers	for	all	
assigned	grant	funded	projects;	provide	monthly	reports	on	the	progress	of	grant-funded	
projects	ensuring	the	accuracy	of	information	

• Risk	assessment	and	mitigation	related	to	grants’	finance	and	budget	management.	
• Follow	up	on	monthly	financial	reports	(open	POs,	late	GR,	vendor	payments,	clearing	of	

petty	cash,	etc)	and	liaise		with	BC	Tunis	BOT	team,	Administrative	Officer	,	Project	Manager		
and	vendors	in	collecting	and	submitting	financial	documents	(e.g.	invoices,	time	sheet,	
vouchers,	receipts)	

• Ensure	all	activity	is	financially	compliant	(both	corporate	and	according	to	the	EUD	
contract),	cost	effective,	delivers	value	for	money	and	meets	British	Council	and	client	(EUD)	
requirements.		



	 	

	
	

• Ensure	smooth	administrative	and	financial	day-	to-day	management	of	the	office	and	work	
in	close	collaboration	with	the	Administrative	Officer	in	the	execution	of	the	project	
administrative	and	finance	tasks	

• Provide	support	for	Programme	closure	and	financial	reconciliations	
• Participation	on	the	implementation	of	the	project’s	audit	and	the	production	of	the	

financial	part	of	reports	(internal	and	to	EUD),	incl.	final	report	and	in	relation	to	grants.	
• Support	the	British	Council	Project	Manager	and	Team	Leader	on	filling	monthly	control	

checks	(MCC)	
• Serves	as	acting	finance	team	head	in	the	absence	of	the	Finance	Manager		
• Other	duties	as	assigned	

Key	Working	Relationships		

	

· Tfanen	Senior	Programme	Manager	 /	 Team	 leader,	Head	of	Operations,	Head	of	Research	
MEL	&	Communications,	Tfanen	team	

· Creative	Europe	Desk	Operations	Coordinator	
· Tfanen	Learning	and	Sharing	Adviser	
· Tfanen	grantees	
· Tunisian	 public	 authorities,	 at	 national	 and	 local	 levels,	 involved	 in	 grant	 projects	 and/or	

expected	to	participate	in	Tfanen	Labs	
· Tfanen	 Project	 Board	 Members	 (British	 Council,	 Institut	 Français,	 Wallonie	 Brussels	

International,	Goethe	Institut)	and	other	members	of	the	EUNIC	Cluster	Tunisia	
· EU	Delegation	in	Tunisia	
· Ministry	of	Cultural	Affairs	

	
Timeline	

	

· The	length	of	the	assignment	will	stretch	until	November	2020,	for	up	to	max.	500	working	
days	in	total,	with	an	expected	start	in	May	2019.		

· The	appointed	 consultant	will	 be	based	 in	 the	 Tfanen	office	dedicated	 to	 the	 core	project	
team	and	is	expected	to	deliver	through	both	field	missions	and	office	management.	

	
Outputs	

	
· Brief	monthly	reports	on	financial	grant	reports	
· Maintain	and	update	a	grant	risk	Matrix	
· Follow-up	on	late	GR	IR	reports	

	
Management		

	

The	 consultant	 will	 be	 line	 managed	 by	 the	 Tfanen	 Head	 of	 Finance	 &	 Procurement	 and	 task	
managed	by	Tarek	El	Kamel,	Tfanen	Finance	Manager.	The	contractual	and	administrative	aspects	of	
the	advisor’s	mission	will	be	coordinated	by	Nadia	Naccache,	Tfanen	Project	Manager	at	the	British	
Council	Tunisia.		



	 	

	
	

	
Technical	competencies	

	

· A	Bachelor’s	degree	in	a	relevant	subject	(e.g.	finance	management,	accounting)	
· A	relevant	Master	degree	will	be	considered	as	an	asset	
· Proven	 expertise	 in	 managing	 budgets	 and	 negotiating	 and	 communicating	 with	

grantees/beneficiaries	
· Experience	in	financial	and	budget	reporting	and	monitoring	
· Knowledge	of	funding	process,	NGO	local	regulation	and	local	tax	laws	and	rules	
· A	relevant	track	record	in	working	in	Tunisia	with	an	accounting	company	and/or	a	chartered	

accountant	office	 with	 experience	 in	 all	 fields	 of	 business	 and	 finance,	 including	
bookkeeping,	auditing,	tax	and	payrolls	

· Proven	experience	in	managing	of	a	portfolio	of	clients	of		an	accounting	company		and/or	a	
chartered	accountant	office		

· Ability	 to	 suggest	 process	 improvements	 necessary	 to	 the	 role	 and	 identify	 grant	
beneficiaries	training	needs	on	Administrative	and	financial	fields	

· Outstanding	communication,	networking	and	negotiation	skills		
· Excellent	organisational	ability	and	a	knack	for	problem-solving	
· A	goal	oriented	attitude,	striving	to	complete	the	assigned	project/task	on	time	also	under	

tight	deadlines	
· Good	listening	and	interpretation	skills	to	transform	thoughts	into	reality	
· Ability	to	handle	stress,	field	work	and	extra	hours	work	if	necessary	
· Experience	in	working	with	international	environments	and	with	EU-funded	projects	is	a	

strong	advantage	
· Knowledge	 of	 the	 Tunisian	 cultural/creative	 sector	 and	 experience	 in	 civil	 society	 is	 an	

advantage	
· Strong	commitment	to	the	British	Council	mission	and	values	
· Willingness	to	travel	within	Tunisia	for	fieldwork		
· Excellent	computer	literacy	and	familiarity	with	Microsoft	Office	(including	strong	knowledge	

of	Excel)	
· 	Knowledge	of	Enterprise	Resource	Planning	(E.R.P)	systems	such	as	SAP,	SAGE,	NAVISION	or	

other	similar	systems	
· French,	English	and	Arabic	at	proficiency	levels	

	

To	apply	

	
Please	send	your	completed	application	(CV	+	Cover	letter)	to	info@tfanen.org before	May	14th	at	
midnight	(12	am	GMT+1)	stating	“Finance	Consultant”	in	the	subject	heading.	Please	note	that	only	
shortlisted	candidates	will	be	contacted. 
	


