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ICAR at Columbla University is a Non<Governmental Organization affliated with
Columbia University's Malman School of Public Health (MSPH) registered in
Tanzania as MSPH Tanzania LLC since February 2005 (Reg. No. 00002080 ICAP
c,ulrenlymmhslnnnemgmsm‘{wanuandemnlnﬁmrzwmw
deliver public h in chase with the: Ministry of Health,
Community Development, Gender, Ekerly, and Children (MoHCDGEC) and the
Natonal AIDS Gantrol Program (NAGF).

Since Oclober 2018, ICAP has bean receiving PEPFAR funding from Cenlers for
Diseaze Conirol and Prevention (CDC) for a S-year project defivering HIV
as the community jpartner. Known in country as the
FIEIA Project and curmently in Wuar 3 of 5 for imphementation, the project provices
based HIV proven inchuding HIV testing o kq md
wheratle populations (KVP). mgoamrnmswm expand
improve the quality of
KVP in order 1o achieve epid 1. FIKIA i -;snlalnl’iﬁ
districls across nine legm imd\dng Kagera, Kigama, Mwanza, Geita, Simiyu,
Mara, Pwani, Tanga, and Dar es Salaam). aiming to deliver essential HIV
intervantions ta neardy 1 milion people each year.

ICAP 13 row seeking 1o fll the below pasition with & competent and dynamic
individual

The Senior Finance Manager contributes o the overall success of ICAP in
Tanzania projects by effectively supperting the implemeniasion of all financial

JOB OPPORTUNITY WITH ICAP IN TANZANIA

) Asgist the Direcior of Administration and Finance in the preparation of
indormation for the annual audits.

T} Assist with the documentation and mairfenance of complels and accurate
supporfing information for all financial transactions and 100% upload of
scanned coples info OnBase with proper indexing.

) Maintain fnancial accounting syslems for cash managemen], accounls
payatle, accounts receivable, credit control, and petty cash and ensure
menthly recencliation and follow up is made; communicating reganding any
imecaverable debl in @ Smely manner and seeking appropriate autharization
far wrile offs,

9) Ensure that employees' payroll and financial information Is secure and stored
in complance wilth cument legislation and on a monthly basis ensure he
Fnmodis payroll and payment fles and dowrdoaded from Immedis ShareFile
and the salary Joumal is posted into QuickBooks and uploaded o OnBase,

10)  Support the Director of Administraion and Finance in providing clear and
Timelly resporises o gueries from HO Finance department,

1) Enswe all compliance practices are implemented based on up o date
regulations;

d) Budgets, Cash Flow Management and Controls (10% of role)
1) Manage e annual budgel process, providing quicance and suppont 1o
Pregram Key persennel and other leam members whene nesded
2) Maintain inlernal control and safequards for receipl of revenue, costs and
program budgels and

for process

5) Mommnmm......
the course of the year;
B Interface with outside nudllFrlru bmks TRA et

positions during

pobees and aciities A member of the F ¥ , ther
Senice Finance Manager assists the Director of Administration and Finance (DAF)
with financial reporting, managemant and Budgat monitoring and contral issues as
required. The individual in this pasition must be able to adapt 1o & continually
evolving environmen; demonsirating bath, the aulonomy and collaboration skils
reeded 1o advarce ICAP's purcose and the keadership 1o inspire confidence of all
intornal and extemal stakehalders,

a) Primary Duties and Responsibilities (20% of role)

1. The Senior Finance Manager performs a wide range of dusies inchuding all of
the following:

2. Ensure the monthly review
against the individual annual project ’.mdge!s inrccash'!(; eapenses and
tracking the cngeing agains! the apor

3. Advse the Director of Administration and Finance on issues, trends, and
changes in the Fnancial cperaling perlormance and cperational delfivery;

ively communicating issues that are anticpated bafore thay arse.

4. Assist in implamenting yearly objectives and measurable metrics for Financa
department performance both for indnicual Team members and the Unit
overdl in service defivery 1o other Unils with ICAF in Tanzania and
slakeholdirs,

5. Support the longserm budgetary planning and cosls management in
alignment with ICAR's strategic and project plans, especially to improve the
organizational  development, increasing  Finance's contributions  to
wlfectiveress and eficiency of the organization by leveraging technology and
accurate infarmation.

B. Assist the Director of Administrafion and Finance to ensure the ICAP's SMT
are working to the approved budgets for programs and delivery through

wollabaralive working practices,
T Week across the all feld cffces and
Headquariars,

b) Management accounting activities (20% of role)
1) Assist wilh the review of guideines and collabion of information for budget and
manily foracas! proparation,
) Produce timely and accurate mantily periodeend reports and schedules for
review with DAF as required.
3) Maintain financlal records for each project or senice in QuickBooks in a

T} Manag flow enencase on manthly bass,

o) Dabtor's management [10% of role)

Generale manthly advances list from QuickBooks and follow up on oulstanding
advances with the respective holders, Send out payment reminders for remaining
cash (emalls, hetters) 12 stalf and fellow up with telephene calls and decumented
communicalion as appropriate,

1) Payroll preparation and administration (10% of role)
1) Ensure that the payroll Journal is posted to OuwickBooks in a timely and
accurate manner via the payrall function from QuickBooks,
2} Lead on the processing and submission of stalulory retums on me and POS
and P10 retums ane tmefy.

gl Legal, security and risk management (5% of role)
1) Assist the DAF 1o conduct spat checks, regular and adehoe. in the field offices
ta test the financial controls,
2) Coorsnale wi the sustors o complets required sistutry audis.
3) Conduct spat | are

working.

4) Identify and assess financial risks facing ICAP in Tanzania and raise it
with 5MT as appropriate.

h) Staff Management (5% of role)

1) Ensure ol staff in Finance have dear Job descripbons, work plans and
continuows review and support ks provided,

2) Provide inpul inlo the strategic objectives of the finance team and how they
can achieve thesr plans,

3) Assist with and compiete ad hoc Lasks as requesied

4) Commensurate with the post, as advised by Director of Administration and
Finance.

Experience, 5kills & Minimum Required Qualifications
1} Bachelor Degree in Finance, Accounting, Business Administration or related

field.
2) Musl possess an Accounting qualification CPA (T), ACCA or related
qualifications.

manner that tacltates mely and accurate reports al month end,

4) Support mairtaining compliance with infomal firancial and accounting
policies, and local

5) Pravide accurate and timely reporting on the financial activity of individual
profects and senices across all cosl cenlers with an abilty to provide
Information in a mely manner,

§) Provide accurale and limely reporting on the financial activity of individual
projects of ICAP as an organization,

) Financial accounting and reporting (20% of role)
1) Code and post Payment Vouchers and General Joumals to the accounting
systom in advance of month end closure.,
2) Prepare timely monthly bank reconciliation stabements in QuickBooks in all
modules.

f MBAwil be an added advantage.

4|Anm1 Seven (7) years’ of felevant week experience in publiclpivate sector
working in Finance wih experience dealing with high volume of information
processing and Advanced excel skils.

5 Expeis in fnall:iﬂ

with PEF and ofher doners'
s essential inchuding palicy, procadures and
reparting requirements.

&) Excollant QuickBoaks system knowledge and the ability to train o develop skills
in other ugers,

T} Expesioncs with and accounting is prfemed,

B} Knawledgeable in GAAP, IAS and IFRS,

8} Demonstrated ability with reviewing, creating. and implementing new systems
and approaches

10MAdvanced knowledge of accounting and reporting software — QuickBooks and

‘and give the requined confidenca 1o internal and external users.

5) Support the Direcior of Administration and Finance in enauring all statulory
requirements of the organization are met and tax remittance to the Tanzania
Revenue Authorfly [TRA] is done in a imely manner including fiing retums to
all statutory bodies and fallowing them to completion,

3) Assist with the review and mairtersance of the inlegrity of the ized oo writr T:nm iy
accounbng system and ChickBooks. s
4) Assist with the maintenance of accurale financial records that ans appropriate Application Instructions:

Quabfied apglcants. ﬂmHscndHuupdem [wvcrlclhc]hylﬂh April,
2019 via emal to jcaps) i in the subject
e the Pesition Tifk. Please do NOT attach any mmﬁum& when submilting
anline,

ICAP is an equal opporfunity employer.




