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JOB DESCRIPTION

	Job Title:
	Cashier and Storekeeper

	Department:
	Finance and Administration

	Location:
	Addis Ababa

	Contract Type:
	One-year fixed term contract; renewable based on performance review and funding availability

	Reports to:
	HOFA

	Required Qty
	1

	Job Purpose:
	Cashier and Storekeeper is reporting to the Head of Finance and administration. The role of Casher & Storekeeper is to undertake activities for the achievement of the objectives of SHA through store keeping, handling office management, and cash handling according to the finance manual and other guidelines for the country office. She/he is expected to provide support to the realization for the country programme’s and ensure that there is proper documentation of finance, procurement, HR, settlement, bank statements and other relevant documents.

	Key Responsibilities:
	· Keeps all financial, purchase and property documents.

· Prepare and/or check cash payments.

· Handle petty cash payment as applicable.

· Make payments to various suppliers and service providers through e-banking system. 
· Assume responsibility for monthly payment of payroll and witholding tax, pension, insurance and other regular payments and fees as assigned.  
· Report procurement on the government online reporting system
· Follow up advances and ensure timely settlement as per the organization’s financial procedures.

· Settle advance payments of the petty cash against written orders and collect original acceptable relevant documents from authorized staff and Stamp as PAID; and have them properly filed.

· Safe custody of organizational documents and properties at his or her disposal as appropriate.

· Check all financial documents are reviewed and approved with appropriate template before payments are effected.

· Effects training payments by collecting letter of participation and attendance from program staffs and prepared payment sheets as per company formats.

· Follow-up any format and document that should be signed by the employees and compile it.
· Ensure that office facilities and materials are used for intended purpose, kept safe and clean.

· Assisting with day-to-day activities of the HR functions and duties.
· Ensure appropriate records, up-to – data inventory and management of store
· Receive and make an inventory count incoming stock with details on delivery order or Waybill, reports any loss or damage in writing to logistics and finance department

· Store properly all materials received according to first in first out inventory system and providing ready access for inventory and inspection and facilitate removal with minimum easy

· Keep stock records and registers of stored items with the Bin and Stock cards

· Balance the Bin cards against the stock cards

· Counts, checks, and supplies items as per approval/authorized store releases
· Makes periodic checks or records against stocks held and reports any inconsistencies to both finance officer and program coordinator without delay

· Make sure that inventory items are stored appropriately with adequate protection against weather, insects & rodents, fire, and theft. Store commodity groups separately.

· Ensure that the warehouse is clean and tidy, safe, and secured always

· Provide logistical, administrative, and financial support and follow-up for substantive meetings.

· Performs other duties as assigned by the supervisor.

	Key Relationships:
	Internal

· County Management Team,

· Programme Team,

· Finance and Administration Team,
External

· Local Government Authorities,

· Financial Institutions,

· Other International and Local NGOs,



	Qualifications/Knowledge and Experience
	Essential 

· BA degree in Finance and Accounting or other related field of study from recognized university 
· Must have a minimum of three years of relevant work experience  
· Good knowledge of office package (Word/Excel) is required.

· Good oral and written English skills.

· Excellent interpersonal skills with the ability to manage sensitive and confidential situations with tact, professionalism, and diplomacy.

· Good organizational skills and attention to detail.
· Computer literate

· Willingness and ability to be flexible

· Trustworthy and reliable

· Ability to act in a professional and ethical manner

Desirable  
· Good Communications Skill both English and local language

· Excellent inter personnel skills and able to work in a team
· Commitment to and understanding of SHA’s aims, values and principles;




Self Help Africa is an international development charity and is committed to the safeguarding of all those who we come into contact with or through our work. We are committed to preventing any type of unwanted behaviour relating to our work including sexual harassment, exploitation and abuse, lack of integrity and financial misconduct; and we are committed to promoting the welfare of children and the people we aim to assist with whom Self Help Africa engages. Self Help Africa expects all staff and volunteers to share this commitment and uphold the values and behaviours outlined in the Code of Conduct and Child and Adult Safeguarding Policy, inside and outside of work hours. We place a high priority on ensuring that only those who share and demonstrate our values are recruited to work for us. Recruitment to all roles in Self Help Africa may include, and be subject to, a criminal records self-declaration, references, and other pre-employment checks, which may include police and qualifications checking. Self Help Africa is committed to the principles of the Misconduct Disclosure Scheme and will request information from previous employers about any findings of sexual exploitation, sexual abuse or sexual harassment during employment. By submitting an application, the applicant confirms her/his understanding of these recruitment procedures.
Self Help Africa/United purpose strive to be an equal opportunities employer.
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