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JOB DESCRIPTION

	Job Title:
	Finance Manager


	Company:
	Self Help Africa Malawi Country Programme

	Department:
	Finance and Administration Department

	Location:
	Lilongwe, Malawi

	Reports to:
	Head of Finance and Administration 

	Job Purpose:
	The Finance Manager will be directly responsible for assisting Head of Finance and Administration in budgeting, establishing and maintaining financial management procedures, financial monitoring, adherence and review of  internal control systems, maintaining financial records, preparing financial statements , management reports and donor reports. Ensuring compliance with SHA Malawi accounting policies and statutory regulatory requirements. 
This is a challenging role in order to ensure SHA financial resources are put into good and intended use and to ensure effective and efficient support for smooth project implementation. 



	Key Responsibilities:
	Financial Management

· Play a crucial role in supporting Head of Finance and Administration, and Administration Manager in preparation of annual operating budget and plans for the country programme;
·  Assist in preparing country office cash flow forecasts and fund requests in line with activity plans;
· Maintain day to day financial control and advise on allocation of financial resources;
· Identify, investigate and analyses potential operational improvements; as appropriate, based on findings make recommendations for operational changes,

· Prepare Monthly management pack as per SHA format for review by the Head of Finance;

· Monthly Reconciliation of all control accounts;

· Lead on the month end processes in order to close the month within the set timelines set by Head quarters

· Liaise with the Head of Finance and Administration on the need of funds by the projects and partners and facilitate funds transfers to projects and partner organisations;

· Maintain a Fixed Asset register for the all assets owned by SHA in collaboration with Human Resources and Administration Manager;

· Conduct Periodic Fixed Asset verification at the Country Office, Field Offices and Partners Offices for existence and condition certification;

· Lead and undertake proper filling of finance documentation including vouchers, monthly management reports and ensure safe keeping of all financial documents at all times;
· Maintain timely reconciliation of cash and travel advances for staff;

·  Ensure adherence to SHA’s logistics\finance and administration systems and procedures;

· Prepare all other journals and posting of payment vouchers including deposit of income and cash refunds journals, payroll and general journals and ensure they are correctly and timely captured in the accounting system as stipulated in the SHA financial guidelines;

· Assist in preparation of audit exercise for the programme (internal and external audits)

· Assist the Head of Finance and Administration in performing financial checks and controls in project field offices;

· Provide support to the Partnership and Grants Manager on the monthly anticipated results (ARs) and monthly Funds On Hands calculations. 

· Perform any other duties assigned by the supervisor.



	Key Relationships:
	· HR and Administration Manager,

· SHA Malawi Senior Management Team,

· Programme Coordinators, Project Manager Managers and project staff,

· External stakeholders, banks, external auditors, donor auditors,

	Qualifications/Other Requirements:
	Essential

· A minimum of a degree education qualification in Accountancy and/or Finance; 

· At least 3 years’ experience of working in accounting field in a similar position;

· Strong understanding of and practical experience in Accounting;

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

Desirable 

· Able to work well with staff at different levels,
· Strong problem solving and organizational skills, flexibility and ability to work to tight deadlines;

· Excellent English language skills. A good communicator, with proven experience in reporting;
· Ability to work in a team and able to work closely with a diverse team with minimum direct supervision.
· Flexible to travel and work in remote areas

	Role Competencies:
	· Excellent verbal, analytical, organisational and written skills

· Attention to detail and the ability to produce timely and accurate reports

· Ability to work as part of team across different cultures

· Ability to work with minimum supervision and take initiative


This Job Description only serves as a guide for the position available and SHA reserves the right to make necessary changes.
This Job Description has been read and clearly understood.

Signed: ________________________________________________________________

Name and Date: _________________________________________________________
Self Help Africa is committed to equal employment opportunities
