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INTERNAL/EXTERNAL VACANCY 

 
JOB TITLE:    FIELD OFFICE FINANCE/ADMIN ASSISTANT 

LOCATION:   CNFA NIMBA & LOFA COUNTIES OFFICES (2 POSITIONS) 

PROJECT:     Liberia Agribusiness Development Activity (LADA) 

SUPERVISOR: COUNTY COORDINATORS  

  

CNFA 

CNFA is a US-based nonprofit nongovernmental organization (NGO) that works to stimulate 

economic growth and improve rural livelihoods in the developing world by empowering the 

private sector through five core capabilities: (1) Productivity, Food Security and Nutrition; 

(2) Input Supply and Farm Services; (3) Economic Resilience and Rapid Recovery; (4) Value 

Chain Development; and (5) Volunteer Technical Assistance. CNFA assists smallholders in 

increasing household-level food security and nutrition through improved agricultural 

practices, introduction of new varieties, diversification of crop production, food preservation 

and storage, development of farmer-based organizations (FBOs) and strengthened linkages to 

markets.  

PROGRAM DESCRIPTION - LADA 

LADA is a four-year project that aims to improve the agricultural development and food 

security initiatives at the community- and national-level in Liberia. The LADA project aims 

to strengthen “aggregation clusters” through facilitating business relationships that link, 

suppliers, producers, processors, buyers, and investors so that all actors along the value chain 

can benefit from sustainable growth. To achieve this vision, CNFA will provide its Co-

Investment Fund (CIF) to finance quality inputs, mechanization, agricultural equipment, and 

markets so that Liberian smallholder farmers can increase their participation in the market.  

 

CNFA/LADA is in search of a qualified individuals to occupy the vacant positions of Field 

Finance/Admin Assistant within the Nimba & Lofa Counties Offices. 

 

POSITION SUMMARY 

The Field Finance/Admin Assistant ensures the smooth running of field office finance and 

admin operations within CNFA/LADA and USAID procedures, rules and regulations. 

 
FINANCE 

 Ensure all project financial transactions are allowable, reasonable and allocable and 

within the established financial management policies of CNFA/LADA and USAID. 

 Maintain accurate financial records in the manual and electronic accounting systems. 

 Ensure safe-keeping of program monies, stamps, official receipts, requisitions, checks 

books, local purchase order books and all other accountable documents and assets 

under his/her charge. 

 Manage the office petty cash fund, prepare vouchers, pay out petty cash, collect 

receipts and unused advances, and maintain the manual petty cash register.  
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 Manage payments to suppliers in a correct and timely manner. 

 Analyze and control daily costs and cash flow. 

 Prepare Journal Vouchers for approval and authorization for inputting into the 

accounting system. 

 Carry out daily reconciliations of petty cash and monthly reconciliations of other cash 

advanced. 

 If a local bank account is opened, conduct monthly reconciliations of the local bank 

account. 

 Work with Field County Coordinator to make sure advances to CNFA/LADA 

Employees in the field are settled as per the rules and regulation and sent on time to 

the Monrovia Office 

 Provide administrative, Logistical and accounting support for workshops and training 

sessions held in the field. 

 

ADMINISTRATION 

 Serve as primary point of contact/advisor on all matters pertaining to administrative 

support within the CNFA/LADA field office. 

 Review and supply approved office supply requisitions. Maintain office supplies 

inventory. 

 Maintain a safe and secure working environment. 

 Ensure policies, employees handbooks and codes of conduct for the organization are 

adhered to. 

 Ensure that generators, vehicles and motorbike logs are properly done and sent to 

Monrovia office on time. Ensure fuel and gasoline is properly supplied. 

 

REQUIRED QUALIFICATIONS 

 A.A level or higher education in Accounting/Finance 

 Must have at least five years finance experience, preferably with USAID funded 

programs 

 Have knowledge and understanding of standard accounting practices and basic 

financial management 

 Be flexible and is able to handle multiple tasks on his or her own 

 Excellent organizational skills with regard to administration and finance 

 Must be able to work independently  

 Have strong computer skills; preferably  MS office and other Accounting Programs 

 
Deadline for submission of application: 5 August 2016 at 4:00 P. M. 

Applicants within Monrovia and its environs may apply in the following manner: Application 

should be submitted in hard copy addressed to the Human Resources Department, 

CNFA/USAID - LADA, Tubman Boulevard, Congo town (Behind Cuttington Graduate 

School), Monrovia, Liberia. Please indicate on the back of the envelope: “FIELD 

FINANCE/ADMIN ASSISTANT”. Applicants sending their applications electronically 

should use the following email address: ladahr@cnfa-liberia.org.  These applications should 

include the position title: “FIELD FINANCE/ADMIN ASSISTANT” in the subject line. 

CNFA is an equal opportunity employer; therefore, female candidates are encouraged to 

apply. Applicants should submit salaries histories (past/current) within their CVs. Only 

shortlisted applicants will be contacted. Failure to place the “FIELD FINANCE/ADMIN 

ASSISTANT” on the envelopes (hard copies) or in the subject (electronic copies) and failure 

to provide salary histories is an automatic disqualification of such applications.  
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