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PROJECT TITLE : Civil Society Natural Resource Management and Concessions Program 

JOB TITLE  : Finance Assistant 

LOCATION  : Duarzon Village, Lower Margibi County, Liberia 

DURATION  :12 months 

DUTY STATION :Monrovia with frequent visits to Project Counties 

REPORTING TO : FINANCE/ADMIN Supervisor 

SUPERVISION OF : FINANCE/ADMIN Supervisor 

 

 

The Sustainable Development Institute (SDI) is one of Liberia’s leading social justice and human 

rights campaigning organizations. We work with communities, traditionally marginalized and 

under-privileged segments of the Liberian population to engage with decision making processes 

related to natural resources, as a first step towards securing their fair share of sustainable benefits 

derived from natural resource exploitation in their communities. We pursue this goal through a 

combination of human rights-based advocacy, community organizing and support, and strategic 

engagement with government and corporations to advance the rights of target communities.     

 

Scope of Job 
 

The Finance Assistant is responsible for maintaining accounts and records of daily financial 

transactions and reporting. S/he will work under the direct supervision of the Finance/Admin 

Supervisor to ensure effectiveness and efficiency of the financial system so as to achieve the 

programs target. 

 

Responsibilities 
 

 Maintain the organization bank or financial accounts as may be assigned including operational 

and program accounts; 

 Prepare cash payments requests or cash payment vouchers for all transactions; 

 Prepare checks for payments to vendors and disburse cash for other transactions;  

 Ensure proper records of transactions in dedicated program and project cashbooks, and post all 

information to the appropriate journals; 

 Ensure that all funds released for program or project related activities in and outside Monrovia 

are accounted for with proper receipts; 

 Check all pro forma invoices and acquire necessary approval from the Finance Supervisor prior 

to preparing checks for payments to vendors; 

 Update all financial accounts on a monthly basis; 

 Prepare monthly bank reconciliations for the bank accounts that s/he manages and submit to the 

Finance/Admin Supervisor  no later than the 10
th

 of each month; 

 Prepare monthly staff payrolls and ensure all deductions, taxes and pension contributions are 

reflected on the payroll;  

 Assist in the preparation of project budgets, financial reports and audit reports; 

 Prepare quarterly financial reports on all the accounts assigned them and submit to the 

Finance/Admin Supervisor; 

 Document payments to participants attending SDI funded conferences, workshops and training;   

 Understand and apply financial procedures for various donors and support program team to 

comply with record keeping and reporting requirements; 

 Ensure that all financial transactions comply with SDI’s policies and procedures; and 
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 Conduct all other tasks related to the general responsibilities of the post based on requests from 

the Coordinator or the Finance Supervisor. 

 

 Requirements: 
 

 Bachelor’s degree in Accounting, Business Administration or another appropriate discipline.  

 Minimum two years of accounting, finance and administration experience gained preferably with 

a non-profit organization.  

 Experience working in non-governmental organizations. 

 Flexibility, problem-solving skills, accuracy, ability to work under pressure and good 

communications skills.  

 High level of reliability, dynamism, objectivity and integrity.  

 Good computer skills and extensive knowledge of Excel, Word and email software and financial 

management and accounting software such as QuickBooks. 

  Knowledge of electronic and paper filing systems.  

 Sound understanding of Liberian legal business environment and requirements;  

 Excellent analytical/problem-solving skills and detail orientation.  

 Strong commitment to teamwork. 

  Effective communication, motivating leadership and interpersonal skills. 

 

How to apply: Please submit your application through the following email address: 

applications.sdi.laviproj@gmail.com, and indicate the post applying for in the subject area of the 

mail. 
 

Deadline for submission of application is September 23, 2016. Only shortlisted applicants will be 

contacted for interview. Starting salary is $600.00.  
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