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Terms of Reference:  

Finance Manager 
 
 
Commitment:  up to 46 hours/week; full time 
Duration: 1 year with the possibility for renewal 
Start-date: August 1, 2016 
Location: Monrovia, Liberia 
Compensation: salary and benefits commensurate with experience 
Reports jointly to: iCampus Joint Management Team 
Supervised by: iLab Executive Director, Accountability Lab Country Representative 
 
 
Background 
 
Accountability Lab Liberia (AL) and iLab Liberia are non-profit organizations with a combined 
eight years of experience in Liberia and are frequent collaborators on a range of projects. 
Accountability Lab Liberia supports a new generation of active citizens and responsible 
leaders in Liberia. iLab Liberia provides access to cutting-edge technology, expert IT 
assistance and a community leveraging technology for the good of the country. Each 
organization has a team of 5-10 dedicated staff, all of whom strive to cultivate a collaborative 
and high-energy work environment. 
 
AL and iLab are jointly hiring a Finance Manager who will oversee the organizations’ 
financial management needs as each entity grows its operations and diversifies its funding 
sources. In addition to providing expert oversight to both institutions’ financial systems, the 
Finance Manager will focus a significant portion of his/her time to a joint initiative led by 
Accountability Lab and iLab Liberia known as iCampus – a shared innovation, co-working 
and community space for organizations focusing on the intersection of technology, 
accountability and social change in Liberia.  
 
iCampus will act as a physical and virtual space for youth-focused ICT and governance 
training; a networking and innovation hub; and a focal point for elections and open 
governance work. iCampus moves beyond the co-working space model – it is a collective 
and intentional effort to support the next generation of Liberian change-makers in meaningful 
ways over the long-term. For this project, the Finance Manager will be expected to not only 
meet USAID reporting requirements and financial regulations, but will also provide critical 
guidance to both organizations’ leadership on all financial aspects of transitioning to a new 
location and incorporating multiple partner organizations into the new space and operations. 
 
 
Job purpose 
 
iLab Liberia and Accountability Lab have grown significantly since first opening their doors; 
with this increase in activities has come a diversity of funders and financial reporting 
responsibilities that now warrant a full-time staff member to be shared between the two 
organizations. AL and iLab have just over a dozen staff combined, and are in the process of 
establishing similar accounting systems and protocols to facilitate a joint Finance Manager. 
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The Finance Manager will be responsible for implementing and overseeing the financial 
systems and processes of iLab Liberia and Accountability Lab. Reporting jointly to iLab’s 
Executive Director and Accountability Lab Liberia’s Country Representative, the Finance 
Manager offers critical support to both organizations as they develop a more diverse funding 
portfolio and seek to build robust financial management systems that are compliant and 
efficient. Time will be split between the two organizations on a daily basis, and compatible 
financial management approaches will be applied to both organizations for integrated 
solutions that enhance the performance of each institution.  
 
 
Essential job functions 
 
Financial management and reporting 

• Create and analyze biweekly financial statements to assess and inform senior 
management of the financial health of each organization and the iCampus initiative 

• Work closely with iLab’s Director and AL’s Country Representative to determine each 
organization’s burn rate and budget forecasting to ensure fiscal responsibility is 
enforced; 

• Coordinate iCampus financial transactions, synthesize financial data, manage the 
iCampus budget and respective roles of both entities as they relate to the budget; 

• Manage financial reporting, compliance for all grants, ensure accuracy and integrity; 
• Oversee both organizations’ ongoing bank reconciliations with online QuickBooks 

accounts and liaise with US parent offices regarding international reporting 
requirements 

Financial systems strengthening, accounting and controls 

• Work closely with Accountability Lab Accountant and iLab Finance & Admin Officer 
and Logistics Officer responsible for cash transactions, all accounts payable, 
accounts receivable and payroll processes related to each organization’s finances 
and those of iCampus; 

• Serve as the lead for in-country budget and audit processes in collaboration with the 
iCampus Joint Management team and organizationally-specific audits with the 
directors of each entity; 

• Provide financial analysis to make key strategic and operational decisions for each 
organization and iCampus; 

• Periodically review the individual organization’s financial policies and protocols as 
well as those of iCampus to ensure they are updated and relevant; 

• Advise senior leadership on matters related to cash flow management, contract 
sourcing and compliance to Liberia laws and grant requirements; 

• Establish a risk management system to protect against cash mismanagement; 
• Other tasks as required 
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KNOWLEDGE AND EXPERIENCE: 

Above all, this position requires knowledge of financial accounting and experience designing 
and implementing financial systems in compliance with international agencies including 
USAID. The successful candidate will need to be able to support and motivate a dynamic 
and culturally diverse team, embodying the collective commitment to accountability, 
transparency and equity of both organizations. In reviewing applications, we will be seeking 
a demonstrated record of assuming significant professional responsibility and delivering on 
financial goals with integrity and grace. 

SUCCESS FACTORS: 

The successful Finance Manager will skillfully strengthen and implement financial systems 
in-line with each organization’s mission and iCampus’ goals and priorities. Those applicants 
who will boost the technical capacity of the administrative staff in accounting and financial 
reporting are strongly preferred. Female candidates are encouraged to apply. 

Additional knowledge and experience: 

• Master’s degree in Accounting, Finance, Economics or related field; CPA highly 
desirable. BA degree is acceptable if paired with at least 5 years’ experience in a 
similar role; 

• At least 5 years of experience in managing financial accounting, reporting and control 
functions, and auditing process required, with a minimum of 3 years in a national or 
international non-profit organization that has received multi-lateral funding; 

• Expert knowledge of QuickBooks accounting software is required; 
• Familiarity with multilateral and bilateral government grants is essential; 
• Strong manager and team player, ability to manage multiple projects and functions 

as well as set clear individual goals in the workplace that are steadily achieved; 
• Ability to problem-solve both big picture and day-to-day issues; 
• Highly organized with attention to detail; 
• Excellent written and oral communication skills, ability to communicate clearly and 

concisely to all relevant stakeholders (management, board, donors, regulators, and 
auditors); 

Application deadline: July 6th, 2016 (qualified candidates will be interviewed on a rolling 
basis) 
 
Soft-copy applications should be sent to: Kate Cummings (kate@ilabliberia.org) and 
Anne Sophie Ranjbar (annesophie@accountabilitylab.org). Hard-copy applications must be 
submitted to iLab Liberia’s office in the Oceanview Compound, Apartment B2, at 16th St and 
Gardner Ave, Monrovia. 
 
 
ADDITIONAL ORGANIZATIONAL BACKGROUND: 
 
iLab Liberia is a non-profit organization dedicated to providing a collaborative and open 
learning environment as well as free trainings in information and communication 
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technologies (ICTs). iLab’s mission is to assist IT enthusiasts and professionals as well as 
organizations and institutions in their efforts to more readily share information using 
ICTs. iLab staff offers trainings in open source tools and systems because they promote 
interactive communities and shared ownership. iLab works closely with open government 
initiatives to promote transparency and the freedom of information in Liberia; the lab also 
serves as an incubator for IT entrepreneurs striving to start tech businesses. iLab also offers 
its services as tech consultants to a range of projects that require in-country ICT expertise. 
iLab is registered as an international NGO and coordinates with its US parent office. 
 
The Accountability Lab empowers youth in Liberia to build creative tools for integrity and 
accountability in their communities. The team provides training, mentorship, networks, 
management support and seed funding for the development of low-cost, high-impact ideas 
for positive change. By enabling people to use information and knowledge to hold their 
government responsible, AL is finding innovative ways to unlock the rich potential for political 
and economic development in Liberia. AL is a registered Liberian NGO that reports to and 
closely collaborates with its US parent office. 


