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Mercy Corps is a leading global organization powered by the belief that a better world is possible.  

In disaster, in hardship, in more than 40 countries around the world, we partner to put bold solutions  

into action — helping people triumph over adversity and build stronger communities from within.  

Now, and for the future. Mercy Corps has been working in Liberia since 2002. 

Mercy Corps invites applications from all interested and potential Liberian candidates for the following 
position(s):  

  

1. Subawards and Compliance Officer - 01 position, based in Monrovia.  
  

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”.  

3. How to apply?  
Interested and qualified 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.  

“The recruitment processes will be ongoing while receiving applications”.  

FEMALE CANDIDATES ARE ENCOURAGED TO APPLY!  

  

Vacancy Announcement   



 

 

SUBAWARD & COMPLIANCE OFFICER 

Position Description 

Location Monrovia (1)  

Position Status Full-time  

Salary Level: Grade 4: Level A-C 

 

About Mercy Corps 

Mercy Corps is a leading global organization powered by the belief that a better world is possible.  

In disaster, in hardship, in more than 40 countries around the world, we partner to put bold solutions  

into action — helping people triumph over adversity and build stronger communities from within.  

Now, and for the future. 

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 Finance Director, the Sub-award and Compliance 

officer is responsible for monitoring sub-award to ensure compliance with the terms and conditions of the Sub-

grant agreement. The Sub-grant and Compliance officer is also responsible for tracking sub-grants and sub-award 

requirements and for maintaining for all sub-award financial file.   

Essential Job Responsibilities  

1. Conduct pre-award assessments and recommend modifications to the sub-award agreement and/or 
monitoring plan to lessen            financial and compliance risks. 

2. Update sub-award initiation table, run world trucker for sub awards, and submit to the HQ for preparation 
of sub-award agreements. 

3. Assist in preparation and review of sub-grant agreements. Upload singed agreements to finance file 
exchange and update HQ. 

4. Update sub-award information on Navigator including reports and all other changes as may require. 
5. Maintain separate files for all sub-awards and ensure all related documents for individual sub-awards are 

filed sequentially for future reference. 
6. Review Partners Financial Reports for correctness and compliance to the budgets, partners financial and 

procurement policies and agreements with Mercy Corps. 
7. Responsible for partners’ financial capacity enhancement through trainings, caching and regular 

communications on all matters regarding the partnership. 
8. Conduct periodic monitoring visits to partners to ensure that sub-grantees adhere to standard procedures 

as per the donor regulations, partners’ standard operating procedures& singed partnership agreement. 



 

 

9. Review partners funds approval forms and coordinate with Program team to ensure all required materials 
are submitted on time. 

10. Assist in sub-award closeouts ensuring that all requirements of the sub award agreement have been met 
and the sub award funds have been properly settled. 

11.  Liaise with Finance Officer to ensure that partners get fund transfers on time. 
12. Maintain sub-award tracking as well as financial files in accordance with the field finance manual. 
13. Develop modifications for partners review for subsequent submission to HQ as may require. 
14. Assist partners in budget preparations, monitoring and execution. 
15. Responsible for management of smooth and time grant end procedures for all sub-awards. 
16. Assist in other areas as may require in supporting the partners during all stages of implementation. 
17. Any other duties as assigned by 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: 

 A university degree in finance, accounting or related business field is required.  

 Three or more years of finance experience, including budgeting and grant management or auditing. 

 Two years’ experience in Finance Department of non-government organization. 

 Prior experience with computerized general ledger software. 

 Advanced computer skills in MS office programs, particularly excel and Access. 

 Strong analytical skills coupled with a solid understanding of financial and procurement systems, prior 
auditing experience is considered a plus.  

 Excellent oral and written English 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.  The ability to effectively monitor sub-awards 

compliance as well as to provide support and training for Subawards personnel is critical. The sub-award and 

compliance officer is must be willing to travel to Mercy corps field offices, Subawards offices and project sites.  

 

 


