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JOB DESCRIPTION

	Job Title:
	GEA Malawi – Project Accountant

	Company:
	Self Help Africa (SHA) / United Purpose (UP)

	Department:
	Finance & Administration 

	Location:
	Chitipa District, Malawi

	Reports to:
	Project Manager

	Restrictions 
	6 months’ probation; 2-year renewable fixed term full time contract

	Expected travel
	Country based travel to rural areas will be required

	Job Purpose:
	SHA / UP are a member of the Global Evergreening Alliance (GEA) https://www.evergreening.org/ , https://experience.arcgis.com/experience/bf3601ce3a364bfc9c57765082b51b7f/ .

GEA has received funding from an investor to plant and regenerate 35,000,000 trees in Malawi to sequester carbon and restore 350,000 ha of land. 

GEA has formed a consortium to implement the project: CRS, the lead agency, and SHA-UP, WVI, CARE, TLC, OSSEDI, ICRAF and BTC are the implementing organizations. 
The project will improve livelihoods, food security and resilience to climate change in Malawi through restoring ecosystem services and improved management of agricultural, pastoral and forest areas contributing to emissions reductions. This programme will enable and build substantial carbon sinks and sequestration opportunities, allowing viable returns to both farmers and investors.
The project will build capacity of national and local-level decision-makers in landscape restoration through ecosystem-based strategies. Strengthening local capacity and fostering cross-learning for improved management of land and forest areas through adoption and scale up evergreening practices. It will strengthen landscape, forest, and watershed management activities to increase tree biomass and carbon, crop and livestock productivity, environmental resilience of landscapes, support climate-resilient value-chains and market linkages (including carbon markets). The project will carry out multi-platform behaviour change communications campaigns tailored to different audiences to address barriers to uptake of ecosystem-based strategies and will implement monitoring systems to track successes of ecosystem-based activities, tree growth and land cover, land restoration and biomass accumulation. 

SHA-UP seeks to recruit a Project Accountant who will assist in maintaining financial records by preparing financial reports and statements, reconciling accounts and processing journal entries and vouchers. The incumbent will also be responsible for all administrative, office management, personnel, purchasing and procurement Logistics and processing of all project support needs in Chitipa district.



	Key Responsibilities:
	Key functions of the role will be to carry out all project budgeting, accounting, reporting activities and ensuring project office compliance with GEA and International accounting standards as well as SHA - UP’s policies and in line with donor requirements and procedures. 

 Financial Management

· Support Finance Manager, SHA- UP Head of Finance and Administration, and District Project Manager in preparation of annual operating budgets and plans as well as provision of financial and administrative support services to the project office.

· Prepare project cash flow forecasts and fund requests in line with activity plans to Malawi Country Office on time and ensure that all funds received for the office are promptly deposited.

· Maintain timely reconciliation of cash and travel advances for staff and prepare bank reconciliations for the project account on monthly basis. 

· Receive approved funding requests, ensure that all OQRFs (requisitions) are approved and processed on time, prepare payment vouchers and all other journals i.e. deposit and general journals; and ensure they are captured in the accounting system.

· Ensure that all payments are made in line with accepted procedures, manage banking, petty cash and bank reconciliations. 
· Manage office and project supplies and procurements including quotations, analysis and storage management.

· Ensure adherence to SHA-UP’s logistics and finance and administration systems and procedures.

· Ensure that all floats are reconciled with valid documentation within stipulated period.

· Ensure that inventory records, requests and deliveries are appropriately processed and maintained. 

· Maintain an up-to-date asset register for the project office and ensure efficient management of stores including receiving and issuing goods/consumables and assets to staff.

· Maintain and update the fixed asset register from time to time including ensuring that assets are properly insured.

· Responsible for management of vehicles in terms of allocations, timely services, insurance, road taxes, vehicle accessories, checking cleanliness of vehicles and checking logbook records of vehicles and advising Project Manager from time to time on the appropriate actions to be taken.

· Prepare periodic (monthly, quarterly and annual) financial reports for project office to Head of Finance & Administration for review and further consolidation into monthly, quarterly and annual reports to Donors.

· Assist in preparation of audit documentation for the project (internal and external audits).

· Undertake proper filling of finance and office documentation including vouchers and ensure safe keeping at all times.
· Perform any other assigned duties by the District Project Manager



	Key Relationships:
	Internal

· SHA-UP County Director

· SHA-UP HoP

· SHA-UP Finance, Logistics and Administration Team,

· Global Technical Advisory and Research Team

Responsible for

· Administration and stores Assistant

· Project Driver

· Community Based Trainers.

External

· Chitipa District Council
· EPA staff
· Local NGOs
· PMU
Project managers in Partner Organization

	Qualifications, Knowledge and Experience and other Requirements:
	Essential

· Minimum of Degree in Accounting.

· Strong computer skills especially with Ms Word and Excel and other related packages.

Desirable 

· Experience working in I/NGOs

· Minimum of 5 years’ experience working in accounting and administration in an INGO.

· Able to work well with staff and partners at different levels.
· Proven problem solving and organizational skills, demonstrates flexibility and is calm under pressure.

· Excellent English language skills and a good communicator, with proven experience in written and financial reporting.
· Ability to work in a team; willingness to travel and work closely with a diverse team with minimum direct supervision.



	Role Competencies:
	· Excellent English language skills and a good communicator, with proven experience in written and financial reporting.
· Minimum of 5 years’ experience working in accounting and administration in an INGO.

· Able to work well with staff and partners at different levels.
· Proven problem solving and organizational skills, demonstrates flexibility and is calm under pressure.

· Ability to work in a team; willingness to travel and work closely with a diverse team with minimum direct supervision.


This Job Description only serves as a guide for the position available and SHA-UP reserves the right to make necessary changes.

Any candidate offered a job with Self Help Africa – United Purpose will be expected to sign Self Help Africa’ 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.

Name & Sign:
_______________________________________________________

Date:

_______________________________________________________

Self Help Africa is committed to equal employment opportunities
