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	Position Description

Financial Controller, Manufacturing - Fuzhou


	Start Date
	June 2008

	Job Purpose
	To make a meaningful contribution toward the Energy Mad vision - “lessening climate change through economical energy savings” - by managing and controlling all financial aspects of the Energy Mad Joint Venture factory and leading the accounting team.  

	Objective
	To ensure the continued success of the business by advising the Directors on business operations and compliance matters, providing timely and accurate financial information and effectively leading and supporting the accounting staff.

	Reports to
	Directors Tom Mackenzie and Chris Mardon.

	Staff Responsibilities
	The accounting team. Initially including 1-2 individuals, then growing as decided by the Financial Controller in consultation with the Directors.

	Key Relationships
	Energy Mad Board of Directors 

The Chinese Joint Venture partner
Energy Mad Directors

Energy Mad Senior Managers
Component suppliers

Electricity utilities

Standards Testing Laboratories

	Hours
	Those required to achieve the work objectives.

	Location
	Energy Mad premises; Fuzhou, Fujian Province.

	Annual Leave
	4 weeks per annum.


	Specific Duties
	1.  General

▲        Inventory management and monitoring of the inventory        
              cycle.

▲        Manage daily and weekly production flows.
▲        Manage capital expenditure.
▲        Manage foreign exchange processes, including  

              ongoing dialogue with Energy Mad Directors regarding   

              foreign exchange policy.

▲        Manage raw material inventory. 
2.  Statutory Compliance Work
▲
Identify and gather required information.
▲
Review information processed by accounts staff.
▲
Prepare financial statements to final stage for annual compliance completion by the company’s Chartered Accountants.

▲
Prepare and file all company tax returns.
▲
Guide and assist staff as required in completing other compliance work.
▲
Prepare all schedules for financial reporting in accordance with statutory requirements and the needs of management.
3.  Business Consulting
▲
Ensure the development and preparation of financial and accounting information for management.

▲
Assist the Directors in understanding the job costing structure of the business from the management reports.
▲
Review monthly performance and recommend changes on a consultative basis.
▲
Assist the Directors in completion of quotations for new work and/or tenders that may arise.

▲
Prepare and evaluate capital expenditure projects and long range financial plans and forecasts. Make recommendations concerning management of funds and financial policy. 
▲
Ensure consolidation of regular reports, budgets and forecasts from other divisions for submissions to management.
4.  Cashflow Management
▲
Assist the Directors in making informed financing decisions, review and restructure financing as required.
▲
Assist with cashflow requirements and constraints, liaise with financiers as required.  
▲
Review all finance agreements to ensure the Directors are aware of their obligations.  
▲
Manage the debtors’ ledger to ensure accuracy and reduce outstanding matters.
▲
Process and delegate as appropriate, the management of financial transactions for the company, to ensure accuracy of financial information going forward.
5.  Communication
▲
Direct the preparation of statistics for periodic and yearly financial statements including the preparation of charts and graphs showing progress and results.

▲ 
Liaise with clients, government bodies, banks and institutions as necessary, demonstrating professionalism and the highest level of client service.
▲ 
Communicate clearly and effectively at all times, actively seeking to understand the views of others in order to clarify their perspective and requirements.
▲ 
Demonstrate effective and efficient written communication skills, using templates to save time wherever possible and drafting clear letters in “plain English” when a non-standard response is required.
6.  Staff Management
▲ 
Manage the Accounting team, ensuring that work is completed in a timely and accurate manner.

▲ 
Ensure that team members are supported appropriately in achieving their goals and objectives.
▲ 
Provide appropriate and empowering feedback on performance which includes a clear path for improvement.  
▲ 
Manage and facilitate each team member’s performance review process, identifying key objectives and any training and development opportunities.
▲ 
Monitor staffing levels and manage the recruitment of new personnel as needed, following consultation with the Directors.


	Performance Expectations
	▲
Constantly seeks to improve his/her understanding of Energy Mad and energy efficiency issues, e.g. what the priorities are and why - the secret to success.
▲
Takes a proactive approach to achieving performance goals accurately, efficiently and thoroughly and within expected and agreed timeframes.

▲
Is supportive, honest, open and understanding in all dealings with stakeholders, consumers, and related parties as well as internal staff and Directors.
▲
Records and communicates complete and incomplete work using appropriate systems, processes and reports. Belief in, and commitment to, the Energy Mad “vision” and the global good it will provide.
▲
Is able to follow through with all required tasks, prioritising and completing the most important tasks first.


	Skills and Attributes Required
	▲         A relevant Bachelors degree (or equivalent).
▲         Significant experience of inventory management and cost modelling. 

▲
The attitude and personal drive required for making the Energy Mad vision a reality.

▲
The flexibility to thrive in a fast growing and therefore rapidly changing company.

▲
Excellent interpersonal skills to liaise with a range of people from CEOs and Board Members to contractors, suppliers and production staff. A superior understanding of people, interpersonal relationships and human behaviour. A positive, friendly, easygoing yet professional attitude in all dealings with stakeholders and colleagues. Able to talk openly and honestly and enjoy a laugh.
▲
Excellent written and verbal communication skills.

▲
The organisational skills required to develop and implement plans for several projects simultaneously such that the budget and timeframe criteria are achieved.
▲
A genuine and extreme willingness to learn.
▲
Above average intellectual ability.
▲
Working knowledge of Word and Excel software and the willingness to develop skills in working with accounting software packages as needed.
▲
Ability to infect others with your passion for energy efficiency in general and Ecobulb projects in particular.



Tom Mackenzie
Energy Mad Limited
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