
Plan Liberia  

Job Announcement (1 Position)  
Staff-044-072014- Accountant Assistant- Country Office 

Plan Liberia 

 

Plan International is a leading children's development organisation; our vision is of a world in which all children 

realise their full potential in societies that respect people's rights and dignity. Plan works in 50 countries across 

Africa, Asia and the Americas following a Child Centered Community Development (CCCD) approach in which 

children, families and communities are active and leading participants in their own development.  
 

Plan International in Liberia (Plan Liberia) guided by its Country Strategic Plan (2011-2015) delivers programs in 

Early Childhood Care and Development, Education, Health, Water & Sanitation and Children’s participation in 

decision making in partnership with the communities, Government and civil society. We are engaged in intensive 

long term interventions in 5 counties (Lofa, Bomi, Nimba, Grand Cape Mount and Gbarpolu) and reach out to all 

15 counties with specific programs in Health and Child Protection.  
 

Plan is a non-religious, non-political, and non-governmental, child centered international humanitarian 

organization. Plan operates in 72 countries around the world. It brings its support to more than 1.7 million 

children, their families and communities, mainly in Africa, Asia, and South America. It implements projects in the 

health, education, water and sanitation, livelihood, income generation, and cross-cultural communication. Child 

sponsorship forms the basis of our work with children. 
 

In all programmes Plan seeks to generate in sponsor children and their families greater skills and confidence in 

their own abilities to help themselves so they have a real hope of escaping poverty.  Plan also provides an 

opportunity for dialogue through which concern and understanding may be expressed among people of different 

cultures.  To this end, Plan encourages regular communication between Sponsor Parents and the children they 

sponsor. 
 

Plan Liberia is committed to ensure Child Protection in all its interventions and processes. It also encourages 

women to apply and is an equal opportunity employer.   

 
We are currently seeking to recruit: 
 

Title:                  Accountant Assistant   

Division/Location:            National Position/Liberia  

Department:       Finance 

Reports to:         Grant Accountant  

 

Roles and Responsibilities:  

Ensure that all Plan’s financial operations are conducted as per the prescriptions of the Operations 

Manual. Whenever there is an exception adequate explanation should be provided and approved by 

appropriate management level. And ensure that all payments are accurate and processed on a timely 

manner.  

 Planning daily accounting records to be made 

 Prepares Journal Voucher  

 Reviews PC vouchers 

 Receives invoice & support (voucher package documentation) (VPD) 

 Assembles VPD 

 Prepares payment voucher (PV) 

 Prepares cheque 

 Reconciles bank accounts 

 Prepares financial statements 

 Data entry to computer 

 Ensure that all vouchers are properly attached with genuine, accurate and match each other, with 

arithmetic calculation and proper approval as per FOB.  

 Ensure that all completed payment requests are processed in a timely manner. 

 Cancel (stamped PAID) all PV and their supporting documents. 

 Ensure that cheques are accurate and match with the supporting documents and will be signed by 

authorize signatories.  



 Ensure that all the cheques issued or cancelled and all the vouchers raised or cancelled are follow the 

requirement in FOB. 

 No cheque issued if it is not approved by FM or by appropriate authorizer. 

 Ensure that we do not release cheque to the payee if there is no submission of the receipt. 

 Ensure that the Receipt matches and attaches to the right payment voucher. 

 

Payment Advance (Purchase Advance and Travel Advance): 

 Ensure that staff liquidates advance taken no time.  

 Ensure that no second advance will be given to the same staff if there is no liquidation done for the first 

advance. 

 Follow up with the staff and ensure that there is no over 1 month-outstanding advance on the record 

without a very good explanation. 

 

Banking and Treasury:   

 Handle/keep cheque books. 

 Control at least once in a quarter a petty cash count at CO or in a PU 

 

Budget Compliance: 

 Participate in budget preparation 

 Provide assistance and facilitate training to other non finance staff and budget issues. 

 

General Ledger: 

 Enter Approved and Revised Program budget code in GL. 

 Enter all vouchers in GL on timely manner.  

 Ensure that the transactions are complete and accurate with self explanatory and understandable 

description to whoever reads them. 

 Maintain GL log-book. 

 Maintain a good filing for all vouchers in the limited access area. 

 Maintain a record of vouchers borrowed by staff and ensure that they are returned and kept in the files. 

 

Qualifications:  

 Bachelor’s degree in accounting or equivalent is required. 

 Minimum 3 years relevant experience in a similar position in a comparable organization.  

 Good knowledge of local accounting practices, standards, procedures and regulations. 

 

Skills: 

The incumbent must demonstrate the following skills: 

 Computer literacy 

 Good knowledge of accounting software as well as Excel, Access, Word and PowerPoint. 

 Fluency in written and oral English 

 Demonstrate ability to give and receive feedback and criticism in a constructive and open way 

 A good team member. 

 Good listening and good communication  

 Troubleshooting  

 Good ability to plan.  

 

 
Applications:  

Last date for submission of Application (CV and cover letter) is: 29th August 2014 by 4:30 pm  

 

Email ID for Sending Applications: liberia.recruitment@plan-international.org 

 

Hard copies will not be entertained. Only short listed candidates shall be contacted. References will be taken and 

background and anti-terrorism checks will be carried out in conformity with Plans Child Protection Policy. Plan 

follows an equal opportunity policy and actively encourages diversity welcoming applications from all 

especially women and people living with disability.  


