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JOB DESCRIPTION
	Job Title:
	Finance Officer

	Company:
	Self Help Africa 

	Location:
	Dublin

	Contract type:
	Permanent Contract

	Hours:
	37.5 hours per week, Monday to Friday (Hybrid working)

	Reports to:
	Senior Financial Accountant 

	Organisation overview:


	About Self Help Africa & United Purpose 
Self Help Africa (SHA) is an international NGO dedicated to the vision of Sustainable livelihoods and healthy lives for all in a changing climate. Headquartered in Ireland, with offices in the UK and Africa. SHA creates scalable and sustainable solutions to eradicating long-term poverty through knowledge transfer, investment, and market linkages.

In early 2023 we launched a new five-year organisation strategy, which defines shared mission as the alleviation of hunger, poverty, social inequality and the impact of climate change through community-led, market-based and enterprise-focused approaches, so that people can have access to nutritious food, clean water, decent employment and incomes, while sustaining natural resources.

Our three core values are:
▪ Impact: We are accountable, ambitious and committed to systemic change.
▪ Innovation: We are agile, creative and enterprising in an ever-changing world.
▪ Community: We are inclusive, honest and have integrity in our relationships.


	Job Purpose:


	The purpose of this role is to coordinate the accounts payable function of Self Help Africa Ireland and UK (including the UK subsidiary entities) and to assist the Senior Financial Accountant in all aspects of the day-to-day function of Self Help  Africa and UK (including the UK subsidiary entities. 
This is a varied role requiring good organisation and multi-tasking skills, as well as excellent interpersonal skills and experience. 


	Key Responsibilities:




	Accounts Payable 
· Processing of all creditor invoices into the accounting system and the CRM 
· Maintain the creditors’ ledger using the accounting software
· Managing creditors’ reconciliations
· Arranging for the payment of suppliers and recording of payments into the accounting software
· Processing international programme payments

Staff Expenses/Petty Cash
· Posting of staff expenses and ensuring all receipts are provided
· Processing and reconciliation of petty cash payments

Bank
· Processing fundraising lodgements  
· Monitoring funding income and allocation to programmes
· Management of credit cards and bank account closures/DD’s
· Reconciliation of EUR, USD and GBP bank and clearing accounts on a monthly basis
· Reconciliation and posting of credit card transactions
· Assist with cashflow management

Other
· Provide support with Revenue queries as needed
· Managing finance post and keeping and safeguarding of the records
· Assist with annual external audit
· Provision of departmental information as required
· Implement improvements as required
· Provide cover for the UK and Ireland Assistant Accountant as required
· Provide ad-hoc administration support and assistance to the Senior Financial Accountant, Financial Manager and the Head of Finance as required

	Key Relationships:
	Internal
· Finance Team, in particular the Senior Financial Accountant 
· Self Help Africa’s staff team across Ireland and UK 
External
· External stakeholders, auditors, suppliers and supporters

	Knowledge, Experience and Other Requirements
	Essential
· Accounting Technician or part qualified in an internationally recognised Accounting Qualification (ACCA, CIMA, CPA) 
· Minimum of 2 years’ experience working in an accounts payable and general bookkeeping role 
· Ability to manage varied tasks simultaneously, working effectively as a team member and on own initiative 
· Display an ability to reconcile creditor accounts and resolve issues
· Working knowledge of accounting software packages and database systems
· Good knowledge of MS Office suite, particularly excel
· Excellent written and verbal communication skills and professional telephone manner
· Ability to be discreet and discern when confidentiality is required

Desirable
· Experience working in the NGO sector an advantage
· Experience in implementing process improvements
· 



All candidates offered a job with Self Help Africa/United Purpose will be expected to sign our Safeguarding Policies and Code of Conduct as an appendix to their contract of employment and agree to conduct themselves in accordance with the provisions of these documents.  Specific roles may require Police/DBS/ [relevant police authority] vetting.

Self Help Africa/United Purpose is an equal opportunities employer




image1.png




