MANGO COMPETENCY FRAMEWORK

(Revised May 2006)
What is Mango’s competency framework?

Mango recruits accountants and finance professionals onto its register that have the ability to be effective in relief and development contexts. This may be a proven ability or potential ability.
Mango uses a competency framework to help identify skills, abilities, qualities and attributes (i.e. competencies) that enable people to work effectively with relief and development organisations. 
The competency framework is the central tool that we use throughout our recruitment processes. It helps to:
· Assess suitability - all register applicants are asked to read the competency framework to assess their suitability for NGO finance roles
· Complete the application form - the application form refers to the competency framework in detail. To complete the application form correctly and fully, applicants will need to refer to the framework
· Ensure satisfactory references - if accepted onto the register, we seek two professional references to validate an individual’s experience. These references follow the competency framework.  
· Match agency needs - Agencies also use it to describe their precise staffing needs for specific positions.
The framework allows us to make sure that the right people are put forward for the right jobs, fulfilling a critical part of Mango’s activities. It comprises six broad areas of competency, which are:
A. Financial management 
B. Computers and IT 
C. General management 
D. Other relevant competencies such as languages, logistics or business advice
E. Interpersonal skills 
F. Understanding of humanitarian relief and development issues
Specific components of each competency are rated on a scale of 1 to 5, as follows: 
1. Basic working skills in some areas
2. Some theoretical knowledge and working skills in most areas
3. Good theoretical knowledge and working skills in almost all areas
4. Strong theoretical and practical experience of the whole competency
5. Capable of operating at the highest level in this competency; usually means at least 5 years direct professional experience and advanced theoretical knowledge
(If an individual has no experience in a competency, then it is left blank.)
A.
Financial Management Competencies
All members of Mango’s register have some level of financial management ability. This covers a wide range of activities, which we divide into 5 sub groups of competencies.
1. Bookkeeping and cashiering:
· Basic cash handling procedures (including petty cash)

· Maintain accounts records (receipts etc.) 
· Use payment and receipt vouchers
· Pay suppliers and staff salaries (in line with controls)
· Manage floats
· Manage bank accounts
· Maintain cashbooks
· Analyse cashbooks
· Close the books at month end
2. Implementing financial controls: 
· Cash handling procedures
· Authorisation procedures
· Accounting controls (including reconciliations) 
· Segregation of duties
· Develop financial systems/procedures
· Develop financial roles and responsibilities
· Audit financial controls and systems
3. Project/programme accounting:
· Cash flow management
· Bank account management
· Monitor accruals (committed expenditure)
· Manage suppliers and credit arrangements
· Asset management
· Produce management reports
· Familiar with double entry book-keeping
· Produce month end submissions to head office
· Close the books at year end
· Multi-currency transactions
· Manage grants made to implementing partners
· Manage audit process
· Multi-project financial management
· Develop systems/procedures (inc. spreadsheets & roles/responsibilities)

4. Budgeting and budget monitoring:
· Prepare project budgets (with project staff)
· Monitor expenditure against budget
· Interpret budget monitoring reports for managers, and identify appropriate actions
· Set up accounts structures
· Flex and review budgets
· Manage multi-site budgeting process

5. Managing donor funding (financial aspects only):
· Prepare budgets in donor formats
· Monitor actual expenditure versus donor budgets
· Produce financial reports for donors
· Line by line monitoring of funding situation
· Set up systems for financial reporting to donors
· Manage multiple donor funding
· Liaise with donors’ financial staff
· Ensure that external funding meets organisational requirements
B.
Computer & IT competencies

The ability to use computers and information technology (IT) is almost indispensable for financial managers in the field. At times, knowledge of specific accounting packages is also required. Computer and IT skills are grouped into four areas of competency, as follows:
· Word-processing 
· Spreadsheet skills
· Accounting software
· Other IT skills such as programming abilities and IT support
C. 
General Management Competencies
1. Supervising and leading teams:
· Provide on-going direction and support to staff
· Take initiative to provide direction
· Communicate direction to staff
· Monitor performance of staff
· Motivate staff 

· Staff succession planning
· Ensure organisation’s standards are met (e.g. implementing head office procedures)
2. Recruiting and releasing staff: 
· Prepare job descriptions and person specifications
· Participate in selection interviews
· Identify individuals’ training needs 
· Implement disciplinary and grievance procedures
· Ensure legal obligations are met (e.g. staff have appropriate contracts)
· Develop staff contracts
· Develop salary scales and remuneration packages
· Develop personnel management procedures 
· Ensure staff resources meet organisational need

3. Training and developing people: 
· Deliver training to junior non-financial staff
· Deliver training to senior non-financial staff
· Identify training needs
· Support personal development
· Develop training materials & methodology
· Train financial staff
4.  Managing projects / programmes: 
· Prepare detailed operational plans
· Manage financial and human resources
· Monitor overall performance against objectives
· Write reports, project proposals and amendments
· Understand external funding environment and negotiate with donors
· Develop project/programme strategy
D. 
Other Relevant Competencies
1.  Office administration:
· Implement office support systems (inc. filing, insurance, stationery, staff accommodation)
· Source office space & staff accommodation 
· Implement and develop health and safety procedures
· Handle organisation’s relationship with government 
· Develop office support systems
· Manage office support staff
· Ensure office support resources meet organisational needs
2.  Business advice:
· Provide business advice to small enterprises
· Provide business advice to medium size and large enterprises
· Design and implement a business advice programme
· Set up small enterprises
· Set up medium to large enterprises
3.  Organisational development: 
· Understand organisational issues in other cultures
· Understand principles of organisational development
· Develop organisational systems/structures
· Develop vision and strategy
· Manage organisational change to resolve specific issues
· Establish and develop an organisation
4.  Stock control:
· Manage storage (warehouse)
· Manage associated paperwork (purchase orders, delivery notes, etc.)
· Develop logistics and storage systems
· Manage logistics/warehouse staff
5.  Other logistics:
· Source goods and services locally
· Arrange transport of goods
· Source and transport goods and services internationally 
· Vehicle maintenance
· Manage customs procedures
· Negotiate improvements in supplier performance
· Ensure that logistics/storage resources meet organisational needs
6.  Languages:
Mango operates in English, and strong working English is necessary for all members of the register. Other languages are a great advantage, allowing members to work in different parts of the world. French, Spanish and Portuguese are the languages most commonly requested by our NGO clients.
Mango rates language competency on a scale of 1 to 5, as follows:
1. Basic survival skills;
2. Able to communicate verbally, very basic reading and writing ability;
3. Good spoken ability, basic reading and writing ability;
4. Good all-round working ability/near fluent;
5.  Fluent/native user.
E. 
Interpersonal Competencies

In addition to technical competence, Mango register members are also assessed on their interpersonal skills and abilities. 
Register members need to be very sensitive to individual and cultural differences if they are going to work effectively with aid agencies around the world. It is essential that register members demonstrate the ability to work in teams, with people from diverse cultural, economic, educational, ethnic, religious and social backgrounds.
Different placements make radically different demands on professional staff. Not all placements require all of the characteristics listed below. However, all placements require a mixture of an appropriate working approach, problem solving ability, and interpersonal skills. 
Working approach:
· Attention to detail: Concentration on all aspects of a task, commitment to achieving high quality results
· Initiative: Can develop new solutions to problems as they arise
· Flexibility: Flexible in working arrangements and adaptable to new (sometimes unstructured) working environments
· Ability to work in a team: Can work with others in order to reach common objectives
· Ability to manage oneself: Can define priorities in an unstructured environment, with many competing demands made on one’s time
Problem solving skills:
· Able to approach problems in a creative and practical way and deal with problems as they occur.
Interpersonal skills:  

· Tolerance: Able to manage diversity and adversity
· Resilience: Able to cope effectively with physical discomfort and emotional stress
· Culture/gender sensitivity: Aware of and sensitive to gender issues and different cultures; tolerant of others’ views
· Personal and professional discipline: Able to maintain self-control and professionalism in stressful circumstances
· Listening/communication skills: Able to appreciate others’ points of view, to listen and be attentive; able to communicate clearly and concisely

F. 
Understanding of Humanitarian Relief and Development Issues

Some knowledge of humanitarian relief and development issues is important for register members to be effective in their work. The level of competency is rated on a scale of 1 to 5, as follows:

1. Basic awareness of issues

2. Working knowledge of the NGO environment

3. Good theoretical knowledge from studies and reading

4. Good theoretical knowledge and working skills
5. In-depth knowledge of NGOs’ context, including wider issues such as international relations or current debates on NGOs’ governance and performance.
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