Assistant Finance Officer — SADC Mission In DRC (SAMIDRC)

Main Purpose

Support the Finance Officer in undertaking expenditure control and disbursements for
the SAMIDRC Project.

Main Duties

Expenditure Control

Receive request for payment and undertake proper expenditure checks and
controls and reconcile with all relevant supporting documents.

Ensure payment requests and supporting documents comply with the relevant
financial regulations for disbursements.

Ensure payment request have been duly reviewed and approved by authorised
signatories in line with the Delegation Register.

Check that payment has been captured in the accounting system under the
correct accounting code.

Check for availability of budget and funds prior to processing disbursement.

Payment Processing

Prepare Payment Vouchers for review and approval by Finance Officer.
Process payment request in accounting system and seek relevant authorisation
prior to disbursements.

Prepare bank transfers/ cash letters, seek authorisation and despatch to
beneficiaries/suppliers.

Perform controls required to minimise risks of incorrect payment.

Properly file and safeguard all payment vouchers and supporting documents.

Financial Management Support at SAMIDRC Events/Meetings

Prepare budget estimates for expenditure to be incurred on specific
events/meetings/activities and submit to Finance Officer.

Timely liaise with and submit all relevant information for the event/meeting to
the cash in transit firm to ensure that arrangements are in place to ensure
disburse cash at the venue prior to the meeting.

Keep accurate records and reconciliations of all disbursements effected with
supporting documents duly gathered.

Prepare imprest retirement reports with supporting documents and submit to
Finance Officer and comply with policy regarding maximum allowable days to
retire an imprest.

Position requirements



Education

At least a Degree in a finance related field from a recognised institution.

Professional Certification

Professional accountancy certification such as ACCA, CIMA, ICAEW, ICAS, ACPA or
equivalent.

Specialized knowledge

e Knowledge of IAS, IFRS and IPSAS.
e Proficient in the use of computers and computer software relevant to the position.

Desirable knowledge

e Proficient in reading and writing French.

Experience

e Minimum of 5-7 years’ working experience in a similar position.

Skills and Competency Requirements

Communication skills

Interpersonal skills

Networking and relationship building skills

Organisational skills (planning, time management, work prioritisation)

Research, analytical and problem-solving skills

Capable of maintaining quality whilst working under pressure and adhering to
deadlines

e Compliance with rules, regulations, processes, and procedures

e Conceptual and practical thinking

e Customer focused

¢ Demonstrate ability to work independently and without too much close supervision

e Flexible and adaptable to change

e Maintain confidentiality and respectful of sensitive situations

e Methodical and organised, with a high level of attention to details

e Professionalism and adherence to good work ethics (integrity, dependability,
punctuality, etc.)

e Willingness to learn and improve on a continual basis

¢ Resilience and personal drive, self-motivation

e Results and performance driven

e Team player



