
 

JOB DESCRIPTION 

Department: Finance & Legal Department 

Position:  
Director of Finance & Legal Department 
 

Reporting to:  
General Director  
 
Number of direct reports:  
6-8 
 

Duration: Full time, open-end contract (Retirement age is 60, with reemployment system) 

Current Job Grade:  F 

 

 Purpose of the position 

 
The Director of Finance & Legal is responsible to manage the finance team and legal & compliance team to 
ensure the oversight of all internal and external financial transactions, controls, reporting, assets and reserves, 
as well as all the legal and compliance related issues including information security within and outside of 
Japan (including GDPR). It also includes the provision of financial advice, assistance with budgeting, financial 
risk management, compliance with relevant regulatory bodies, providing up to date cost/budget analysis to 
the organisation’s leadership.  
This position directly reports to General Director for MSF Japan, and contributes to the efficient and effective 
operation as a member of the Leadership Team, and assists MSF Japan to fulfil its social mission. 
 

Location and travelling requirements of the position 

Based in Tokyo, Japan with some international travels (up to 10% of total work days).  

Must be able to commute to the MSF Japan office in Waseda (Shinjuku, Tokyo). 

 

Objectives  

The Director of Finance & Legal’s key objective is to ensure the appropriate management of all financial and 
legal activities of MSF Japan to attain its strategic objectives and plans, in order to contribute to the social 
mission of MSF movement.  
In particular, the Director of Finance & Legal:  

 Is accountable for ensuring appropriate and overall financial management of MSF Japan to fulfil 
MSF’s social mission, in compliance with NPO law and other regulations in Japan  

 Is accountable for the analysis of expenditures and investments to avoid or mitigate exposures to 
financial risks, to keep MSF Japan in a right track for sustainable provision of humanitarian aids as a 
going concern. 

 Implement financial accountability to the authorities and public according to statutory in timely 
manner 

 Is accountable for ensuring appropriate and overall legal and compliance management, including 
information security within and outside Japan, for MSF Japan to fulfil its legal and contractual 
obligations, minimize and potential legal risk and contribute to maintain a healthy relationship with 
suppliers and service providers, and relevant national and local regulators 



 

Main Responsibilities 

 
<Responsible for MSFJ’s overall financial and legal matters> 

 Responsible for providing input and analysis to Leadership Team and Managers/Heads of all department 
from financial and legal perspective in the design and execution of the strategic direction of MSF Japan 

 Responsible for the mitigation and management of financial and legal key risks for the organization 

 Be accountable for financial resource budget and actuals management 

 Support directors or Heads of departments in producing annual budgets and consolidate all these 
into one annual master budget of MSFJ 

 Support budget holders to design realistic and accurate budgets, and monitors budget execution 
through online financial/accounting system to prevent significant deviations in the expenditure 
budget plan 

 Implement quarter budget review as well as mid-year budget review 

 Ensure compliance with relevant rules and regulations, including tax related laws and Personal 
Information Protection Law inside and outside Japan (including GDPR) and other laws 

 
 <External statutory matters> 

 Responsible to comply with NPO law such as annual business report to be submitted to Tokyo 
Metropolitan  

 Government with supervising the finance team 

 Ensure the renewal of certified NPO license every 5 years 

 Responsible for managing income tax inspection by tax office 
 

 <Finance activities: Business as Usual> 

 Responsible for defining financial strategy, drafting policies and designing rules of MSF Japan in 
collaboration with the General Director 

 Management for all the bookkeeping (computerised) for the organisation, including the control of 
purchase ledger (authorising expenditure with suppliers, checking invoices, liaising with appropriate 
department for authorisation), control of petty cash, logging and reconciling all income, monthly 
bank reconciliation’s for all bank accounts, monitoring of cash flow 

 Responsible for management of cash reserves, including investment opportunities 

 Responsible to oversee relationships with all Finance related vendors such as banks etc. 

 Approve to transfer the funds for outgoing payments through PC banking system 
 Ensure to maintain proper procurement procedures and accounting records. Ensure the procurement 

practices and processes are in compliance with designated internal policies and procedures 

 Ensure to prepare year-end financial statements for the organisation with obtaining proper advice of 
auditors if necessary, and provide the auditors with all relevant information. Liaise with tax 
accountant with regards to taxation matters 

 Ensure to produce internal quarterly financial review reports  

 Responsible to liaise with the treasurer of the board and update him/her on financial status of the 
association on regular basis 

 Keep close relations with finance directors of MSF operational centres for agreeing grants allocation, 
also closely working with other finance directors of partner sections in MSF movement 

 Responsible for managing and following-up international financial related topics (Monthly financial 
updates, RSA-4 IRP related matters, International Combined Financial Statements. Risk analysis etc.) 

 Ensuring compliance with Japanese rules and guiltiness, including NPO regulations  

 



 
 
<Finance model and processes management> 

 Ensure finance functional model evolves to deliver constant, Optimization of finance/accounting 
processes by complying with regulations, enhancement of managerial accounting  and, upgrading of 
finance related processes and electronic systems of accounting and finance processes 

 Ensure roles and responsibilities between finance team and surrounding support function (HQHR, 
Legal, Procurement, and General Administration) and with internal clients are constantly fit for 
purpose 

 
<Legal & compliance activities> 

 Ensure to manage all the contracts to which MSF is a party (Japanese and English, including contracts 
with overseas MSF sections, overseas entities and individuals) are under control 

 Responsible for management of legal team’s roles so that MSF Japan complies with relevant laws, 
rules and regulations 

 Responsible for providing legal advice to MSFJ organization including Board of Directors 

 Observe the Information Security Committee as a member of the committee, and provide necessary 
advice and actions 

 
<Management of Finance and Legal team> 

 Responsible to lead and manage Finance and legal team staff including monitoring and evaluation of 
performance, career and individual development  

 Supervise regular team meetings to coordinate, monitor, review and lead activities   to ensure that 
team would operate properly 

 
<Management of the entire organization> 

 Responsible to lead an entire organization as a member of Leadership Team 
 
 

Qualifications and requirements 

 
Essential: 

 Genuine interest and commitment to MSF’s Social Mission 

 10 years or more experience in business accounting and financing area, including at least 7 years 
experiences in international companies or companies located overseas as a director of finance  

 Ability to maintain full professional integrity in advising non-finance managers and directors, when 
making decision in terms of financial matters 

 Ability to both develop and execute a strategic plan 

 Proven experience, as a member of executive and/or leadership team , in leading an entire 
organization in business firm or NGO 

 Executive presence and the ability to inspire confidence in senior managers within MSF Japan, and 
confidence around MSF Japan  with external constituencies 

 CPA or US CPA certification is plus 

 Sound knowledge and experience in finance and accounting management under Japanese 
regulations and practices 

 Knowledge for International Financial Reporting Standards (IFRS) 

 Proven accuracy and numeracy, as well as integrity and morality in financial matters 



 Demonstrated experience in change/project management and continuous improvement of 
accounting and finance function 

 Experience in using and overseeing the upgrading of computerised accounting and financial packages. 

 Experience with data analysis and report creation on spreadsheet packages (Excel or Access) 

 Strategic and analytical way of thinking 

 Good communication skills, in particular the ability to explain and portray financial information to 
non-financial managers and Board of Directors 

 Over 7 years of people management experience 

 A persuasive communicator with good interpersonal skills combined with coaching and supervision 
skills, and ability to understand and accommodate diverse viewpoints and to deal with ambiguity 

 Flexibility, drive and an energetic and dynamic approach to problem solving. 

 Good time management and planning skills, especially with a view to reporting to deadlines 

 Fluency in English and native level Japanese in speaking, writing and reading 

 Team player with positive attitude 
 

Desired: 

 Experiences in financial and legal management in the director level and flexibility in management 
accounting in non-profit sectors is preferred. 

----------------------------------------------------------------------------------------------------------------------------------- 

Special Notes: 

This Job Description is only a summary of the typical functions of this position and not an exhaustive or 
comprehensive list of all possible job responsibilities and duties.  Accordingly, the responsibilities and duties of the 
jobholder might differ from those outlined in this Job Description and the other duties, as assigned, might be part 
of the job due to the organizational and operational needs. 
 

 

APPLICATION 

 

Application documents 
(Please send all these 
documents) 

1. CV (in English) 

2. 履歴書（和文・できれば写真付） 

3. 職務経歴書（和文） 

4. 志望動機書（和文または英文） 
 

You may be required to submit other documents as part of the selection 
process. 

Email Address  Please send the above documents to:  
hqhr-recruitment@tokyo.msf.org 

Application Deadline 
 

March 10, 2024 

Note Only short-listed applicants will be contacted.  We will close the position as 
soon as we find the best candidate. 

 

  


