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JOB DESCRIPTION

	Job Title:
	Finance Manager

	Company:
	Self Help Africa Malawi Country Programme

	Department:
	Finance Department

	Location:
	PMU-Lilongwe

	Reports to:
	Chief of Party with technical reporting to Head of Finance and Administration 

	Salary:
	

	Job Purpose:
	Finance Manager will be directly responsible for financial management of the BETTER Project incorporating, budgeting management, establishing and maintaining financial and management procedures, review and implementing the internal control systems, maintaining financial records, preparing quarterly and annual project financial and management reports. They will ensure compliance with SHA Malawi accounting policies and procedures and EU donor procedures as well as with all regulatory requirements. This is a varied and challenging role and will ensure that the BETTER Project financial resources are put to good and intended use and  will provide effective and efficient support for smooth project implementation.

	Key Responsibilities:
	Key functions of the role will be to lead on all project budgeting processes and consolidation, accounting and reporting activities and ensuring that all partner are complying with EU and International Accounting Standards as well as policies and procedures established by SHA and in line with donor requirements and procedures for BETTER project.

 Financial Management

· Play a crucial role in supporting the Chief of Party in preparation of annual project budget;

· Prepare project monthly cash flow forecasts and fund requests in line with approved activity plans for PMU 
· Facilitate funds transfers to partner organizations;

· Timely preparation of monthly, quarterly and annual donor reports for BETTER Project 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 project control accounts;

· Review all monthly partner financial reports submitted to PMU and reconcile these reports to SHA’s financial system
· Lead and coordinate on the month end processes in order to close the month within the timelines set by SHA Headquarters

· Maintain a Fixed Asset Register for the all assets owned by the BETTER consortium in collaboration with Procurement & Logistics Manager;

· Assist in VAT submissions to the Malawi Revenue Authority

· Lead and undertake proper filling of financial documentation including vouchers, invoices monthly partner financial reports and ensure safe keeping of all financial documents at all times;

· Maintain timely reconciliation of cash and travel advances for project staff;

· Ensure adherence to EU and SHA’s policies and procedures by all partners;

· Review and approval of invoices in line with SHA’s policies in a timely manner

· Setting up of payments for approval on online banking system and filling of supporting documentation

· 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 for the annual audit and beneficiary assessment for the project
· Liaise with internal and external auditors

· Provide support to the Chief of Party on the monthly anticipated results (ARs) and monthly Funds on Hands calculations. 

Perform any other duties assigned by the Chief of Party and the Head of Finance and Administration


	Key Relationships:
	Internal

· PMU Chief of Party 
· PMU BETTER Staff

· BETTER Project Manager & Project team

· SHA Head of Finance and Administration

· All SHA Malawi Country Leadership Team

· SHA HQ Finance and Programmes Staff

External

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



	Knowledge and Experience:
	· Strong 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. 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

· Experience in capacity building in finance  to non-financial colleagues

	Qualifications/Other Requirements:
	Essential

· A fully qualified accountant (e.g. ACCA, CIMA)
· A minimum of 8 years’ experience in a similar position preferably in an INGO, with excellent knowledge of the NGO sector in Malawi
· Strong computer skills especially with MS Word and Excel and other related packages,

Desirable 

· Experience in managing an annual budget of more than 3 billion Malawi Kwacha
· Experience working in a consortium with NGOs

	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.



Any candidate offered a job with Self Help Africa will be expected to sign Self Help Africa’s 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/garda vetting.
Self Help Africa is an equal opportunities employer
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