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Danish Refugee Council (DRC) 

Vacancy Announcement  

 

Position Title: Country Finance/Administration/HHRR Officer 

Reporting to: Head of Finance & Administration (HoFA) 

Duty Station: Monrovia with frequent travels to the Field Bases 

Area of Operation: Administration  

Employment Period:  6 months with possible extension depending on performance and 

funds 

Closing date:  October 9th, 2015 

Email  hofa_libera@drc-wa.org 

 

Introduction 

DRC is an International non-governmental organisation, which promotes and supports durable 

solutions to the problems faced by refugees and internally displaced people all over the world.  

DRC is operating in West Africa since 1998. The aim of the program is to contribute to the rehabilitation and 

stabilization in MRU Countries (Liberia, Guinea, Sierra Leone and Côte d’Ivoire) through developing a 

regional portfolio of community-based cross-border projects supporting the (re)integration of local 

communities, return of refugees, internally displaced people as well as providing assistance to communities 

and groups affected by conflicts. Since mid 2014 the region is confronted to the unprecedented Ebola 

epidemic which has receded by early 2015. DRC Liberia responded to the epidemic through setting up 

emergency programs in Monrovia as well as and an integrated Ebola cross-border response program in 

Nimba County (Liberia) and Nzerekore District (Guinea). These programs are due to expand in 2016 with a 

focus on post-Ebola economic & social recovery and resilience building.  

 

Position’s Overall Objectives: 

 

The Finance/Admin/HHRR Officer directly supervises all financial, accounting and administrative 
activities including human resources administration. 

The Finance/Admin/HHRR Officer will work closely with the Head of Finance and Administration 
(HoFA) in managing human resources and supervise the preparation of monthly financial records 
(database) while coordinating regularly with Heads of Base and finance personnel. 

 
Duties/responsibilities: 

 

Accounting/Finance: 

- Ensure the proper implementation of the Finance Policies and Procedures manual 
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- Accountancy of projects and preparation of all donor financial reports 

- Ensure adequate controls over cash & bank management 

- Oversee and direct the financial transactions, disbursements to partners, bank 
reconciliations, and financial reporting to donors, as well as the monitoring of partner 
expenditures. 

- Monitoring and controlling the cash flow and the budget utilization. 

- Provides oversight on budget management, ensuring that the Project Managers are aware 
of over or under spending and supporting budget reviews 

- Ensuring that fund utilizations are at all times within allocated budgets. 

- Supervise that utility companies provide timely bills and that payments are processed in 
accordance with consumptions and are within allocated budget. 

 

Administration Duties: 

- Supervising directly the works of the admin/finance personnel in the Department including  
2 field offices and 2 sub-offices 

- Support the preparation of financial plans, forecasts, budget analysis in close collaboration 
with the Project Managers (PM). 

- Assist Project Managers with preparation of budgets, to ensure compliance with donor 
regulations and to ensure their incorporation into the country annual operating budget & 
revisions. 

- Schedules to meet the financial reporting requirements and deadlines as specified by the 
HoFA 

- Conducting regular internal self-auditing and ensuring external audit requirements are 
fulfilled 

- Audits the accounting practices and financial reports of consortium partners 

- Undertake regular field visits in order to assess the financial systems in place and complied 
with. 

- Ensure that the district program activities are receiving timely quality support in terms of 
logistics, procurement and funds. 

HR Duties: 

- Ensure the proper implementation of the HR Policies; 

- Ensuring that all staffs are issued timely with letters of appointment, contracts, job 
descriptions and ID cards after approval and authorization from the Country Director 

- Advise and collaborate with PMs and Operations Manager regarding any disciplinary action 
to be taken 

- Ensuring Staff salaries and all other staff obligations are paid on time as per the labor law 
of the country 
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- Management of leave schedules for all staff, as authorized and approved by the 
supervisors 

- Ensuring that staff performance evaluations are conducted annually. 

- Participation in staff appraisal and development process. 

- Be responsible for proper filing and storage of all administrative and financial documents. 

- Review and monitor the adherence to donor operational policies and to the laws of Liberia 
and initiate corrective action as required. 

- Liaise with various ministries pertaining to the administration of the organization including, 
Ministry of Labour, Ministry of Finance, Home Affairs, Foreign Affairs, LRA 

 

Requirements: 
 

- Degree in Economics, Business Administration, Human Resources Management, Finance 
or a related field is required 

- At least 7 years post qualification experience in a finance/accounting role in the INGO or 
Corporate sector (strongly encouraged). 

- 5 years minimum experience in a senior managerial role 

- Strong budgeting and financial management skills 

- Accountancy skills and ability to prepare financial reports 

- Good knowledge of main donors' administrative rules and procurement procedures (UE) 

- Knowledge and experience in procurement procedures. 

- Knowledge of local labor laws 

- Willing to travel frequently in-country 

- Sensitivity to diversity issues in HR policies and practice 

- Problem solving skills 

- Cross cultural awareness, sensitivity, and patience 

- Very flexible and with a positive attitude 

- Computer literacy, particularly in Microsoft Office Programs such as Word and Excel as well 
as accounting packages & other database competencies 

- Excellent knowledge of English written and spoken (knowledge of French is a strong plus) 

Desirable requirements: 

- Post graduate qualification in HR, Business Administration, Accounting or Finance 

- Skills in developing, delivering and evaluating training for staff members 

- Ability to work under pressure of deadlines 
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- Motivated 

- Good organizational and time management skills 

- Effective team member 

- Understanding of development issues and the organizational goals 

 

Application process: 

- Qualified applicants shall submit they complete CV and Motivation letter including 3 
professional references one of which should be from the last employer before 7

th
 October 

2015.  
- Addressed to: DRC Liberia Human Resources Department, Sékou Touré Avenue, Dennis 

Compound, Mamba Point, Monrovia either by post or by email to: hofa_libera@drc-
wa.org 


