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JOB VACANCY
Save the Children UK (SCUK) is a leading international child rights organisation, fighting to improve the lives of children in the UK and 40 countries around the world. Together with children, we are helping to build a better world for present and future generations by making a reality of children’s rights.

We are currently implementing a child protection programme in the Dadaab refugee camps and are seeking qualified candidates to fill the following vacancy based in our Dadaab field office.  
The position is for a fixed-term contract to December 31st 2007 (renewable thereafter based on continued funding and programmatic requirements).

Finance and Administration Officer

Main Responsibilities

Finance related:

· Maintain an efficient, accurate and transparent financial filing system.

· Assist in the preparation of monthly payroll by providing information on staff advances and other deductions that may affect payroll.

· Maintain cash balances according to the field office finance guidelines and advise the Assistant Accountant, Nairobi for cash replenishment, ensuring receipt of remittance.

· Provide accounting support to field office programme staff while assuring compliance with internal controls, donor regulations and budget restrictions. 

· Check accounting records, financial statements, or other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards and report discrepancies to Programme Manager and Finance Manager. 

· Process and make payments as provided in the approved budget and ensure that proper authorization is obtained by the budget holder/s for all disbursements and complete supporting documentation is attached. 

· Provide monthly reports to Nairobi on spending occurred at field level; send financial documents including cash reconciliations to Finance Manager.

· Follow-up on supplier and service provider invoices to ensure they are paid on time.

· Maintain the sub office spreadsheet and ensure all coding is in line with in country coding structure and programme budgets and send to Nairobi according to the monthly accounts timetable.

· Carry out weekly and monthly cash counts with senior managers 

· Produce six (6) weeks cash forecast for Dadaab field office.

· Responsible for despatch of all cash salaries for office 

· Manage the cash advance/ float account according to the set finance guidelines.

· Assist with facilitation of internal and external audit procedures as required. 

· Contribute towards program planning by developing budgets/providing cost estimations as requested by line manager.

· Maintain effective relationships and coordination with finance staff of partner agencies in Dadaab.

· Perform any other relevant duties assigned by the line manager or Finance Manager..

Administration related:

· Support the Programme Manager in implementing human resource policies and procedures in the Dadaab field office, as requested.

· Maintain field office personnel files (national and international staff) and leave tracking for R&R and other types of leave.  

· Coordinate the preparation & submission of monthly timesheets for national and international staff at field office level.

· Assist in coordinating office telephone usage and accountability.

· Provide general administrative support for the field office as required.

· Monitor the HF and VHF radios in the field office in the absence of Logistics Officer.

Person Specification

Essential requirements: 

· University Degree in Accounting or Business Administration or a professional qualification in Accounting (CPA, ACCA). 

· At least 3 years of relevant finance experience in financial institutions or NGOs.

· Ability to multi-task and effectively handle stressful situations. 

· Excellent verbal and written skills (fluency in both English and Swahili required).

· Strong interpersonal skills and ability to establish and maintain effective working relations with a team.

· High degree of proficiency in computer applications such as word processing, spreadsheets, power point and Internet /email.

· Ability to live and work in isolated areas in conditions of limited comfort. 

· Commitment to and understanding of Save the Children aims, values and principles.

Desirable requirements:

· Work experience with international NGOs.

· Experience in Administrative functions. 

· Experience and Knowledge of VHF or/and HF radios.

· Knowledge of Somali language.

If you meet the above requirements, please send your detailed CV together with a cover letter and current contacts for three referees to jobskenya@scuk.or.ke or to the address below not later than Monday, October 8th, 2007.   Please quote the job title on the subject line. 

Human Resources Manager

Save the Children UK, Kenya Programme

CIC Plaza, 1st Floor, Mara Road, Upper Hill

P.O. Box 48700, GPO, Nairobi

(Or P.O. Box 32-70103, Dadaab)

Only short listed candidates will be contacted.

Save the Children (UK) recruitment and selection procedures reflect our commitment to equal employment opportunities and the protection of children from abuse.
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