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JOB DESCRIPTION

	Job Title:
	PMU Finance Manager

	Company:
	Self Help Africa 

	Department:
	Finance Department

	Location:
	Lilongwe

	Reports to:
	PMU Programme Manager

	Job Purpose:
	The Finance Manager will be directly responsible for the financial management of the BETTER Programme. They will establish and maintain financial and management procedures, monitor accounting and internal control systems, maintain financial records, preparation of financial statements, budgets and management reports. They will ensure compliance with SHA Malawi accounting policies in line with EU donor procedures as well as ensure compliance with all regulatory requirements.
BETTER is a five-year EU funded programme that aims at increasing resilience, food, nutrition and income security of smallholder farmers in 10 districts (Karonga, Chitipa, Mzimba, Kasungu, Nkhata-Bay, Nkhotakota, Salima, Chiradzulu, Thyolo and Mulanje) across the country. The programme will be implemented by five NGOs namely SHA Malawi (Lead), Action Aid, Plan, ADRA and EAM. The project has the following specific objectives:

1. To strengthen agricultural extension services through 13,400 FFS groups in order to secure effective and productive services for smallholder farmers in 10 KULIMA districts.

2. To increase the resilience of 402,000 smallholder farmers to adapt to adverse effects of climate change and improve food security in 78 EPAs in 10 KULIMA districts.

This is a challenging role in order to ensure BETTER Programme financial resources are put to good and intended use and to ensure effective and efficient support for smooth Programme implementation.

	Key Responsibilities:
	Key functions of the role will be to carry out all Programme budgeting, accounting and reporting activities and to ensure Programme office compliance with International Accounting Standards, SHA’s policies and procedures and EU donor requirements and procedures for BETTER Programme.

 Financial Management

· Establish the financial reporting framework for the BETTER in line with donor guidelines.
· Support the PMU Manager in the preparation of annual Programme budgets.
· Prepare Programme monthly cash flow forecasts and fund requests in line with approved activity plans for PMU and partners and facilitate funds transfers to Programmes and partner organizations.
· Timely preparation of monthly, quarterly and annual Programme donor reports for BETTER Programme for review by the Head of Finance.
· Maintain day to day financial control and advise on allocation of financial resources for all consortium members.
· Monthly Reconciliation of all Programme control accounts.
· Review all partners financial report submitted to PMU on a monthly basis.
· Lead and coordinate on the month end processes in order to close the month within the set timelines set by SHA-HQ.
· Coordinate with all consortium offices’ Finance Officers on the need for funds for programme activities and partners’ running costs and facilitate funds transfers to Programme and partner organizations.
· Maintain a Fixed Asset register for the all assets owned by BETTER consortium in collaboration with SHA Procurement & Logistics and Administration Manager.
· Lead and undertake proper filling of finance Programme 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 Programme staff.
· Ensure adherence to EU and SHA’s policies and procedures by all partners.
· 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 documentation and beneficiary assessment for the Programme (internal and external audits).
· Liaise with internal and external auditors.
· Provide support to the Programme Manager on the monthly anticipated results (ARs) and monthly Funds on Hands calculations. 
· Contribute to effective teamwork, coordination and work planning among development facilitators, technical specialists, and administrative staff in support of project objectives

· Contribute to a working environment of mutual trust, respect, and care among all staff.

· Responsible for building the capacity of all project staff, enhancing their commitment, character, competence, and critical thinking.  Work with them to develop and implement personal capacity building plans.
· Perform any other duties assigned by the PMU Programme Manager.



	Key Relationships:
	· Report to PMU Programme Manager 

· Collaborates with SHA Head of Finance & Administration, PMU Grants & Compliance Officer, District Project Managers, District Coordinators and M&E Officers, Project Implementation partners, Self Help Africa Malawi Country Programme and Administrative Staff, Consortium Partners, FAO, GIZ, EU, SHA HQ Programme Finance, government departments, banks, external auditors, donor auditors.


	Knowledge and Experience:
	· A minimum of 5 years’ experience in a similar position preferably in an INGO, with excellent knowledge of the NGO sector in Malawi. 

· Strong understanding of practical experience in Accounting.
· Proficiency in computer packages especially Ms Word, Outlook and Excel and other related packages.
· Able to work well with staff and Partners at different levels.
· Strong problem solving and organizational skills, flexibility and ability to work to tight deadlines.
· Excellent English language skills and a good communicator, with proven experience in written and financial reporting.
· Ability to work in a team and able to work closely with a diverse team with minimum direct supervision.



	Qualifications/Other Requirements:
	Essential

· A fully qualified ACCA Accountant.
· Strong computer skills especially with Ms Word and Excel and other related packages.
Desirable 

· Experience working in INGOs and  in consortium financial management would be an added advantage.

	Role Competencies:
	· Excellent communication skills.

· Ability to work as part of team across different cultures.

· Ability to work with minimum supervision and take initiative.

· Ability to solve problems and take corrective action.
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