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Job Title- Finance and Administration Officer.
	Department:
	Finance and Administration
	Location:
	Dar Es Salaam
	Reports to:
	Traidcraft Enterprise Development Manager 
Matrix reporting SHIVYAWATA Treasurer and Technical support from Traidcraft Finance and Administration Manager 

	Role Type:
	Secondment role to The Traidcraft Exchange CCP Project (Seconded by SHIVYAWATA)
	Hours of Work:
	 40 hours (8hrs  as per SHIVYAWATA policy)

	Role Purpose:
	Responsible for providing administrative and finance support to Traidcraft and SHIVYAWATA staff and maintenance of an organised office environment. 

	Role Aims: 
	Person Specification:

	Office Management and Organisation 
· Responsible for managing all incoming and outgoing correspondences.
· Ensure office supplies are adequate at all times.
· Prepare monthly administration reports required for submission to head office 
· Support in maintaining a good office filling system, organisation contact list, office supplies inventory and asset register.
· Perform office errands as required.
Project Administration Support 
· Provide support to EARO staff and official overseas visitors with travel arrangements; accommodation, visa application, taxi, car hire, money change (forex beaureu), and ticketing.

· Provide logistics support to project activities that Traidcraft and SHIVYAWATA is responsible for.
· Support Traidcraft and SHIVYAWATA staff in procurement of goods and services
Finance Support 

· Manage office petty cash and update petty cash register.

· Undertake banking activities- withdrawal of cash, making cash and cash deposit, dropping bank instructions etc.

· Support in payment of invoices and bills from suppliers and service providers including payroll and related statutory payments
· Act as custodian of cheque books as required and prepare cheques for duly approved and authorised payments with all the required supporting documents and submit to cheque signatories for signing.
· Prepare office monthly cashbooks and donor financial reports for the project.
· Support in preparation of annual and project audits.

· Submit all statutory returns to the relevant authorities (TRA, BRELA, PPF etc)

	You will be:

· Able to work and engage with people of different levels of seniority
· Able to work with persons with disabilities at all levels
· Able to communicate effectively with others in English and Swahili (Written and Verbal)
· Able to use a computer and Microsoft office (word, outlook, excel etc)
· Solution oriented; able to think and work on resolving problems.

· Able to perform basic bookkeeping activities.
· A team player and able to work independently with minimal supervision

· A person of integrity in dealing with organisational resources

You will have:
· Have a bachelor’s degree in accountancy preferably have attained his or her education from the   

  institute of finance management or institute of accounting

· Experience in performing finance and administration tasks (a minimum of 2 years’ experience)
· Experience in organising and managing an office.
· Experience in operating modern office equipment
· An understanding of Tanzania Statutory Requirements 
· Have some experience in using any computerized accounting package
· Have some knowledge on disability/ work with PWD’

You may have:
· Project management experience

· Auditing experience 

	Other:
	An agent to Traidcraft bank accounts; Authorised and required to report directly to the Traidcraft Head of Africa Programmes as appropriate in the event of becoming aware of any financial irregularities which cannot be reported to the Finance and Administration Manager or which have been reported and not acted upon satisfactorily.
Continually seek and act upon opportunities for personal and team development. Carry out other duties, which may or may not be related to the job, as reasonably           requested by management.


Postholder:                                                                 Signed                                                                                                                                  
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