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Vacancy Announcement 

 
Mercy Corps is an international, non-governmental humanitarian relief and development agency that exists to alleviate 
suffering, poverty and oppression by helping people build secure, productive, and just communities. Mercy Corps works in 
more than 40 countries, and has been working in Liberia since 2002.  
 
Mercy Corps invites applications from all interested and potential Liberian candidates for the following 
position(s): 
 

1. Finance and Admin Officer - 01 position, based in Buchanan, Grand Bassa County with frequent travel to the 
field Offices. 
 

2. Please find below the full position description for this position. 
 

“Fostering a diverse and open workplace is an important part of Mercy Corps’ vision, and we encourage people from all 
backgrounds, especially women and members of disadvantaged groups to apply. Mercy Corps is an Equal Opportunity 

Employer”. 
 

How to apply? 
Interested and qualified internal candidates are requested to submit their detailed CV with a cover letter along with other 
relevant certificates to the email address lr-jobs@mercycorps.org. You are requested to mention the title of the position on 
the subject line of the e-mail while applying. 
 
Hard copies of the CV with cover letter along with all relevant certificates can be dropped at Mercy Corps’ Office located at 

“Tubman Boulevard Sophie Junction Opposite SOS Clinic, Monrovia”. Label the left corner of the envelop with the title 

of the position for which you are applying. 

Last date for the submission of CV’s is January 22, 2021 by 04:00 pm. Mercy Corps reserves the right to accept or reject 

any or all CV(s) without assigning any reason. Only shortlisted candidates will be contacted. Telephone enquiries will not 

be entertained. 

FEMALE CANDIDATES ARE ENCOURAGED TO APPLY! 
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FINANCE AND ADMIN OFFICER 
 

Position Description 

 

Location: Buchanan, Grand Bassa County 

Position Status: Full-time, Regular  

Salary Level: Based on experience and qualifications 

Current Team Member: Buchanan & Rivercess Team 

 

PROGRAM/DEPARTMENT SUMMARY: 

The Mercy Corps Finance Department is responsible for all financial functions in LIBERIA, including accounting, 

payments and banking, payroll, budgeting, financial reporting, and grant financial management and compliance.  

The Mercy Corps Finance Department ensures compliance with donor regulations as well as Mercy Corps’ internal 

policies and procedures.  In its role as a support to the Program Department, the Finance Department provides 

timely reports and assistance to the Country Director and the Program team to ensure that financial resources are 

used efficiently and effectively. 

GENERAL POSITION SUMMARY: 
Working in the Finance Department under the direction of the Senior Finance Officer, the Finance Officer will assist 
in the accounting and documentation of all financial transactions in timely and accurate manner.   
 

ESSENTIAL JOB FUNCTIONS:  

1. Ensure adherence of financial transactions of the Field Office to Mercy Corps financial policies & 
procedures, donor terms & conditions and Government policies. 

2. Maintains up-to-date and accurate recording of financial transactions on the day to day basis on field 
connection. 

3. Maintain custody of the office cash fund and make daily payments of approved transactions. 
4. Prepare petty cash replenishment to ensure there is sufficient cash to meet office needs. 
5. Perform weekly/monthly cash counts and submit to the main office. 
6. Ensure all advances issued out are cleared on time. 
7. Support  program personnel in relation to handling  financial aspects of program activities 
8. Maintain updated advance tracking sheet and submit weekly to the main office for review. 
9. Handles all transactions with bank including collection of bank statements and advises, follow-up on 

receipt of bank transfers. 
10. Perform Quarterly asset reconciliation with the logistics assistant/Asset controller 
11. Liaise with payroll officer to ensure all field staff receive their salary on time and disbursement of pay 

slips to staff for signing. 
12. Collect review and submit staff timesheets to HR and payroll officer by 30th/31st of each month. 
13. Prepare monthly operational Budget for Buchanan office and submit to Country office to ensure there 

are sufficient funds in Buchanan Bank Account. 
14. Make sure that all supporting documentation is prepared and filed according to Mercy Corps 

procedures. 



 

 

15. Review, updated and track changes in staff files including timesheets, leave system tracking, and other 
personnel matters as required. A monthly update should be shared with HR in Monrovia Office 

16. Conduct himself/herself both professionally and personally in such a manner as to bring credit to Mercy 
Corps and to not jeopardize its humanitarian mission. 

17. Any other duties as assigned by your supervisor. 
 

SUPERVISORY RESPONSIBILITY: 

NONE 
 
ACCOUNTABILITY: 

REPORTS DIRECTLY TO: Finance Director 
WORKS DIRECTLY WITH: Finance, Operations and Program Team in the field and country Office. 
 

KNOWLEDGE AND EXPERIENCE:  

 University degree in finance and/accounting with a minimum 4 years relevant experience with 
finance, accounting, and administration functions.  

 Ability to work independently and under pressure. 

 Independent thinker that takes self-initiative to solve problems. 

 Strong organizational and management skills and experience. 

 Strong computer skills are required, specifically with MS Excel and Word.  Knowledge and skills 
in any accounting application software is preferable. 

 Experience of working with NGO organizations. 

 Strong English written and verbal communication skills 
 

SUCCESS FACTORS: 
A clear understanding of finance and procurement ethics as well as the willingness and ability to enforce 
compliance with Mercy Corps and donor policies and procedures is essential.  The ability to interact 
effectively with international and national staff members is required.  A demonstrated ability to work 
quickly, accurately, meet deadlines, and process information in support of changing program activities is 
necessary. 
 


