. Off Cemetery Road, Juba,

Vacancy Announcement

Ll A . $v-H- T
Position: Finance Officer . o %
Report to: Finance Coordinator AL el v F Lobovr
Location: Juba W :

. th
Expected start month: January 6, 2025 s 3 13 12 /ﬂ%

About INTERSOS

INTERSOS is an independent non-profit humanitarian organisation committed to assist the victims
of natural disasters and armed conflicts. Its activities based on the principles of solidarity, justice,
human dignity, equality of rights and opportunities and respect for diversity and coexistence,
paying special attention to the most vulnerable and unprotected people.

Main Purpose

Plan and execute accounting-financial and daily administrative activities for the projects as
well as for the NGO’s annual budget according to INTERSOS protocols and standards in order to
ensure the optimal management of financial resources.

Reporting to: Finance Coordinator or focal to be assigned by the regional office

Tasks

Accounting and budget

¢ Book the accounting transactions according to the INTERSOS’ accounting standards by
ensuring the transparency and full traceability of the registration (invoices, receipts, bank
statements, etc.)

e Prepare income tax returns based on journal recording and field entries

» Provide on weekly basis the accounting journal to the Senior Finance Officer (if present)

* In collaboration with the CFC/Senior Finance Officer provide support in drafting new projects
budgets and support statutory annual/project auditing procedures

¢ Support the CFC/Senior Finance Officer in regularly check the economic-financial status of the
projects (final balance, forecast and expenditure projections and excess)

e Prepare reports for assigned projects for CFC review.

¢ Authorize PRs on IMP for assigned projects up to 4.000 USD and seek CFC authorization for
PRs above 4.000 USD.

e Monitored closely budget versus actual, proactively highlight area of concern for assigned
projects. "

 Assist in providing the procedural and t€chri al to staff within the area of finance and budget,
to ensure compliance with donor finapGia RONcIeS, rules and regulations.

e Ensure that all transactions relatifig (6. allNpr §b§ are captured in INTERSOS accounting
system daily and that financialjépo eq/‘*projects are prepared in line with donors
reporting requirements. ‘ / r

/
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e Check pending cash aging for assigned projects and communicate officially with Project
: managers and staff.
e Manage IMP PRs, ensure all PRs are closed and document are archived and booked in

 INTERS(

, )§ accounting system. verify with supporting document daily, before sending it to
o Liafjs‘sfégwlithl'thg“Iggv_is't\ician to ensure the observance of the procurement procedures.

* = o - Support the projects staff in any related financial issues concerning assigned projects
¢ 1 e Prépare fisld FRs for both cash distributions and cash drops, keeping LEM tracking database

updated.. : | , _
® Bvoyok UNHAS costs and review supporting documents
* Reconcile UAP invoices, instalments and balance, highlight any refund expected to CFC and
- HR Manager.
o As 'f,ocal‘}p_er,son for assigned projects, ensure listed activities are regularly carried out
J i\/iar*nageuubé cash advances (pendings), checking ageing and reconciliations.

°’ Otvh‘e"rf“fias:ks aésig-néd by supervisor .

Compliance |+~ = A Faf

e &fﬁpfp‘orf rtfhé" preparation of the interim and final financial reports of the projects respecting the
e dea‘dlih@§ and submit them for approval to the CFC/Senior Finance Officer,

e In collaboration with the CFC/Senior Finance Officer transmit to HQ all project documents to
be audited in HQ Rome

Administration ,

o Prepare lt,hef.pa,yment of taxes provided by HR Department

e Support lthe{ preparation the Tax clearance  certificate and other mandatory institutional

- Tegistrations{i: v e o tagh

e Train; and. supervise the Finance Assistant .in order to ensure the amount of . knowledge
required to correctly perform all financial tasks

J

4

Ass{é% makiagémeht and logistics
e Prepare cash and bank transfers payments to suppliers and contractors as requested and
authorized by the CFC/Senior Finance Officer

Requiremen _
o Desirable finance, business or administration related diploma

_Minimum two year’s relevant work experience

, Ex.riérjéin’c‘éf in relevant and similar jobs ‘

_Desirable working experience with other NGOs in developing countries

- L'ocal working language , . o

"Essential computer literacy (financial DB, word, excel and internet)

. Service orientation = ' by ’
Résulﬂs and quality orientation.
Team\‘tvork and cooperation

U o
et 'sz’ff@.mmﬁm,



° Stress management -
o Commrtmentto lNTERSOS prlncrples '

| .Duratlon of Contract 4
‘The length of the contract wrll be 3 months

¢

Job specrflc terms '

The job requires performance 40 hours a week or 4 hours every day; subject to change based
on the needs and workload

Salary : . :
Salary range accordlng to Intersos salary scale, adapted to the working hours

/\ppllcatlons Wlll be revrewed on a rollmg basis. The closrng date for applications is 25th 12th
2024, o]

Qualified candrdates are required to submit a cover letter updated CV and Nationality 1D to:
r'ecruttment ross@mtersos org.

Please wrlte “Appl:catlon for Senlor Frnance Offlcer as subject of the email. Remember to
include your contact details, especially the mobile phone we can reach you on. Only short-listed
candidates wrll be contacted for an interview and qualified females are encouraged to apply.

IN TERSOS is commrtted to achieving Workforce d/verS/ty in terms of gender, nationality and
culture. Individuals from miriority groups /nd/genous groups and persons with disabilities are
equally encouraged fo. app/y

NOTE'” DUE TO URGENCY OF RECURITING'THIS POSITION, SELECTIONS WILL START
BEFORE THE DEADLINE ' :
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