

VACANCY FOR POSITION OF FINANCE MANAGER

The African Disability Forum seeks to appoint a Finance (Grants Manager) Manager based in Cape Town.
Key responsibilities
Overall responsibility for this position involves managing all aspects of the organization’s finances including inter alia:
· Manage staff in the finance department
· [bookmark: _GoBack]Work closely with the Director 
· Liaise with management on a regular basis to provide advice related to all financial aspects of the organisation
· Ensure that monthly management accounts are produced regularly
· Present results to management and the Board with meaningful explanations of material budget variances both organisational and project related
· Bring to the attention of management material liabilities including contingent liabilities
· Distribute project accounts to project managers and obtain explanations for any material deviations from budget or spending rates
· Maintain regular monthly finance meetings with management to review the organisational and project financial status
· Maintain regular finance department work plans and the production of monthly management accounts
· Preparation of financial statements at quarterly Board of Director meetings
· Preparation and presentation of budgets including presentation to the Board of Directors
· Preparation for funder and organisational audits
· Presentation of management accounts to the Board of Directors at their quarterly meetings
· Ensure that financial reports required by funders are prepared and distributed on time 
· Ensure regular compliance with the requirements both finance related statutes and internal policies and procedures. This will require awareness through reading etc. of legislative and local and international accounting practice developments and changes
· Maintain and develop financial policies and procedures in accordance with regulatory changes and evolving organisational requirements
· Maintain the organisation’s chart of accounts to facilitate the production of meaningful financial reports for both projects and the organisation as a whole
· The maintenance and development of existing and new financial systems
· Provide regular feedback, including performance reviews to staff to enable their development within the organisation
· Develop and implementation plan for finance department
· Support EXCO in developing a funding strategy and investment

Competency Profile
· Bachelor degree in accounting
· At least eight years’ experience working in a financial management position in NGOs  
· Strong inter-personal skills to liaise with senior management, funders, auditors etc.
· Extensive experience working with large international donors such as the EU and USAID
· Strong communication and presentation skills, both oral and written 
· Above average experience and knowledge of Microsoft Word, Excel and Pastel Evolution
· A strong sense of responsibility and urgency and the ability to deliver regularly on time
· Experience with accounting for foreign currencies
· Strong human resource management skills
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