Maliyyo miitoxassisinin vozifas 6hdsliklori

Voazifa: Maliyya lizro miitoxassis

Tabe oldugu saxs: Maliyyo Meneceri

Vazifs haqqinda iimumi malumat:

Maliyyo tizro miitoxassis, xiisusilo dovlet toqaiid programlari iizro, idarsetms qrupunun maliyya
ompliyyatlarmin idars olunmasina cavabdehdir. Vazifoys maliyys amaliyyatlarinin hoyata kegirilmasi,
sanadlorin yoxlanilmasi, torofdaglarla koordinasiya vo maliyys qaydalarina riayst olunmasinin tomin
edilmosi daxildir. Maliyys {izro miitoxassis toqaiid alanlarla bagl vasaitlorin ayrilmasi, maliyya
hesabatlarmin hazirlanmasi va biidca planlamasina nozaratds asas rol oynayir.

Osas vazifo ohdaliklari:
Taqaiid Fondunun idars Olunmasi

e  Tolobolorin maliyyolosdirilmasi {igiin maliyys miiracistlorini islomak, diizgiinliik vo proqram
gaydalarma uygunlugunu tomin etmok.

e Program koordinatorlarindan daxil olan maliyys miiracistlorini hoftalik nazordon kegirmok vo
icra etmak

e Maliyys miiracistlorini ilkin tasdiq iigiin Dévlat Neft Fonduna taqdim etmak va cavablarin
icrasini izlomok.

Maliyyo Hesabatlar1 va Sanadlosma

e Toqaiid programi iizra maliyys geydlorinin daqigliyini tomin etmok..

e Xorclorin analizi va amaliyyatlarin somaraliliyini ohats edon dovri maliyys hesabatlarini tortib
etmak.

e Tolabalorin maliyyeloasdirilmasi {i¢iin biidcs planlamasi va prognozlasdirmada dastok vermak.

e Maliyys amaliyyatlarinin Tahsil Nazirliyina va diger tonzimloyici qurumlara taqdim edilmoazden
ovval diizgiin sonadlesdirilmasini va tasdiglonmasini tomin etmak

Odonislarin vo Bank 9moliyyatlarimn idars Edilmasi

e Odonis codvalleri vo miivafiq sanadlor iizro bas miihasiblo alage vo koordinasiyani tomin etma.

e Universitetlora beynolxalq 6denislorin vaxtinda va diizgiin sokilds hayata kegcirilmasini tomin
etmok.

e Bank toskilatlar1 ilo amokdasliq edorak hor hansi 6donis vo ya vesait kdgiirma problemlsrini hall
etmok.

e Stipendiya 6donislori ligiin tolobo bank kartlarnin sifarisi, yenilonmasi v idars olunmasina
dastok vermak.

Qaydalara Uygunluq vo Koordinasiya

e Milli maliyys gaydalarina va program toloblorine uygunlugu tomin etmok.

e Maliyys omoliyyatlarmim diizgiin vo vaxtinda icra olunmasi ii¢lin miihasiblor va maliyys
komandast ils six amokdasliq etmok.

e Tolabalorin maliyyolosdirilmosi zamani dovlat vo institusional maliyys siyasatine uygunlugu
tomin etmak.



e Maliyys miiraciotlorindoki uygunsuzluqglar1 aradan qaldirmaq ve miivafiq torofdaslarla effektiv
kommunikasiya qurmag.

Inzibati va Maas Dastayi

e Maliyyos vesaitlorinin ayrilmasindan 6denis tesdigine qodor amaliyyat islorini idars etmok.
e Vosait alindiqdan ve ayrildiqdan sonra maliyya proseslarini miihasibatliq komandasina 6tiirmak.
e Lazim oldugda maaslarm emali vo amok haqqi ils bagli maliyys omoliyyatlarma dastok vermak.

Talab olunan ixtisas va bacariqlar:

Maliyyos, Miihasibatliq va ya alagadar sahads bakalavr doracasi;

Maliyys omosliyyatlar1 sahasinds on azi 2 il is tocriibasi;

Maliyya sonadlari, hesabatliliq va gqaydalara uygunluq iizra giiclii bilik;
Beynolxalq 6doniglorin hoyata kegirilmasi va bank amoliyyatlarinda tacriibs;
Ola kommunikasiya va problemlari hall etmo bacariglari,

Azarbaycan va ingilis dillorini solis bilmoak.

Job Description for Finance Specialist

Job Title: Finance Specialist
Reports To: Finance Manager

Job Overview:

The Finance Specialist is responsible for managing the financial operations of the implementation
unit, particularly for the state scholarship programs. The role involves processing financial
transactions, verifying documentation, coordinating with stakeholders, and ensuring compliance
with financial regulations. The Finance Specialist plays a key role in overseeing funding
disbursements, financial reporting, and budget planning related to scholarship recipients.

Key Responsibilities and Duties:

Scholarship Fund Management
e Process financial requests for student funding, ensuring accuracy and compliance with
program guidelines.
e Review and process funding requests from program coordinators on a weekly basis.
e Submit financial requests to the Oil Fund for preliminary approval and track
responses.

Financial Reporting & Documentation
e Maintain accurate financial records related to the scholarship program.
o Prepare periodic financial reports, including analysis of expenditures and processing
efficiency.



e Assist in budget planning and forecasting for student funding needs.
o Ensure proper documentation and approval of financial transactions before
submission to the Ministry of Education and other regulatory bodies.

Payment Processing & Bank Transactions
o Coordinate with the lead accountant on payment schedules and documentation.
o Ensure timely and accurate processing of international payments to universities.
e Work with banking institutions to resolve any payment or fund transfer issues.
e Assist in ordering, renewing, and managing student bank cards for stipend payments.

Regulatory Compliance & Coordination

o Ensure compliance with national financial regulations and program-specific
requirements.

e Work closely with accountants and the finance team to ensure smooth processing and
reconciliation of payments.

e Ensure compliance with governmental and institutional financial policies when
managing student funding.

o Address any discrepancies in funding requests and communicate effectively with
relevant stakeholders.

Administrative & Payroll Support:
o Handle the operational aspects of financial disbursement, from submission to fund
transfer confirmation.
e Transition financial processes to the accounting team once funds are received and
allocated.
e Support payroll processing and salary-related financial operations as required.

Quialifications:

e Bachelor's degree in Finance, Accounting, or a related field;

e At least 2 years of experience in financial operations;

e Strong knowledge of financial documentation, reporting, and compliance;
e Experience with international payment processing and bank transactions;
e Excellent communication and problem-solving skills;

e Proficiency in Azerbaijani and English.



