WE'RE HIRING!

POSITION: FINANCE/ADMINISTRATION OFFICER

PURPOSE AND SUMMARY

Under the direction of the Finance Manager, the Finance/Administration Officer assists in the
ongoing maintenance of internal records and reports and in the preparation and maintenance of
records and schedules for all GIN’s accounts and programs. The Finance/Admin Officer assists in the
appropriate and safe handling of agency financial records, forms, correspondence, and documents

DUTIES AND RESPONSIBILITIES

1. Service Responsibilities - Under the direction of the Finance Manager, the Finance Officer is
responsible for:

a. processing, verifying and balancing invoices for all programs as appropriate.

b. preparing invoice payments and authorizations for payment;

c. maintaining safe processing of all finance related records, i.e. photocopying, mailing and filing;
d. ensuring online filing system is efficient and effective;

e. assisting audit preparation for interim and year-end;

f. assisting in the collection of information for payroll to be processed.

g. support with travel logistics for programme staff



QUALIFICATIONS AND EXPERIENCE:

1. Qualification in finance/accounting/bookkeeping would be preferable.

2. Work Experience Minimum one year work experience in accounts payable, preferably in a non-
profit agency.

3. Skills/Abilities

a. proven knowledge of and ability to effectively carry out basic financial procedures, e.g. ledger
entries;

b. knowledge of Xero cloud accounting system;

b. ability to work productively with limited supervision and under stress of deadlines;

c. ability to follow direction and work as a member of a team;

d. ability to maintain confidentiality;

e. good written and verbal communications skills;

f. excellent spelling, punctuation and general grammar

g. ability to work within the policies, procedures and the vision, mission and core values of GIN;

CONDITIONS OF EMPLOYMENT

a. satisfactory Criminal Records Search;

b. ability to work flexible hours as determined by the Finance Manager in relation to service
requirements;

c. must be based in Johannesburg, South Africa;

NOTE: This job description is not intended to be all-inclusive. The employee may perform other
related duties as required to meet the ongoing needs of the organization

DURATION OF EMPLOYMENT:

Fixed term contract

SALARY:
To be discussed

SUBMISSION OF RESUME AND MOTIVATION LETTER BY EMAILTO:
Recruitment@gin-ssogie.org

CLOSING DATE:
31 August 2024, 17:00 CAT
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