Save The Children 

ROLE PROFILE


	JOB TITLE: Finance Assistant Partnerships, Regional Programs

	TEAM/PROGRAMME: Kenya Shared Services AP – Kenya Finance Team  
	LOCATION:  Kenya Country Office - Nairobi

	GRADE: 5

	POST TYPE: National 

	CHILD SAFEGUARDING: Level 3 – the responsibilities of the post may require the post holder to have regular contact with or access to children or young people


	ROLE PURPOSE: 

You will be part of the ESARO/Kenya AP Shared Services Team specifically working for the AP team, and you will support the effective management of supplier payments and financial accounting roles. 
This position will work closely with AP Finance Officer and the larger Kenya Finance Team.


	SCOPE OF ROLE: 

Reports to: Finance Officer AP
Dimensions: Save the Children has been operational in Kenya since the 1950s, providing support to children

through developmental and humanitarian relief programmes delivered both directly and through local partners.

Current programming focuses on child protection, child rights governance, education, health, HIV/AIDS, livelihoods,

nutrition and WASH. Save the Children now has an operational presence in Bungoma, Dadaab Refugee Camp,

Garissa, Mandera, Turkana and Wajir and we work through partners in many other parts of the country. We employ

nearly 300 staff and will have an operating annual budget in 2022 of approximately US$18 million.

Staff directly reporting to this post: None


	KEY AREAS OF ACCOUNTABILITY:

· Prepares monthly Cash Forecasts, liaising with all departments on their cash needs within the set deadlines.

· Process all bank payments vouchers including statutory deductions and ensure these are paid before deadlines

· Perform balance sheet reconciliation for assigned accounts.

· Supporting in archiving of payment vouchers and retrieving support documents for Audits

· Support in management of office petty cash and petty cash reconciliation
· Maintain updated programme advance tracker & Process petty cash vouchers and data entry.
· Performs recharges as directed by finance officer
· Prepares General Ledger and Cash Offline Spreadsheet for posting in the financial system.

· Assists in Preparing and posting adjustments and reallocation Journals.

· Records data on the General Ledger and Cash Offline Spreadsheets (GLACOS) for AP Finance transactions

· Ensures accurate budget code are entered in the GLACOS and validation is complete

· Posts data to Agresso after necessary reviews and approvals

· Any other duties/roles assigned by line manager.



	SKILLS AND BEHAVIOURS (our Values in Practice)

Accountability:

· holds self-accountable for making decisions, managing resources efficiently, and achieving and role modelling Save the Children values

· holds the team and partners accountable to deliver on their responsibilities - giving them the freedom to deliver in the best way they see fit, providing the necessary development to improve performance and applying appropriate consequences when results are not achieved

Ambition:

· sets ambitious and challenging goals for themselves and their team, takes responsibility for their own personal development and encourages their team to do the same

· widely shares their personal vision for Save the Children, engages and motivates others

· future orientated, thinks strategically and on a global scale

Collaboration:

· builds and maintains effective relationships, with their team, colleagues, members, external partners and supporters

· values diversity, sees it as a source of competitive strength

· approachable, good listener, easy to talk to

Creativity:

· develops and encourages new and innovative solutions

· willing to take disciplined risks

Integrity:

· Honest, encourages openness and transparency


	QUALIFICATIONS AND EXPERIENCE

· Undergraduate degree in Business, Accounting Finance or a related field
· Two-years work experience working in a finance office in an NGO or commercial sector
· Proven ability to prioritise in order to meet deadlines.

· Financial accounting and AP experience 
· Interpersonal skills and ability to interact with all departments

· Ability to conduct coaching and training  

· Competent in MS Word, Excel, PowerPoint and accounting systems

· Good communication skills 

· Commitment to Save the Children values.



	Date of issue: August         Author : JN


