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POSITION DESCRIPTION

Position: Finance, Administration and Procurement Officer
Band: H

Reports to: Project Director

Location: Monrovia, Liberia

MSH seeks candidates for an upcoming USAID-funded epidemic preparedness and infectious
disease management program in Liberia. The project will work to building the capacity of health
care workers, improving national capacity for disease management, refurbishment of hospital
facilities, and establishment of an infectious disease clinical care facility.

This position is contingent upon project award and funding. The program is anticipated to be
funded and start in October of 2016.

OVERALL RESPONSIBILITIES

The Finance, Administration and Procurement Officer provides accounting, administrative and
procurement support to the project and ensures that all activities are conducted in accordance with
MSH policies and procedures. S/he will ensure that financial, administrative and procurement
transactions are accurately authorized, documented and recorded. S/he is responsible for
facilitating staff advances, travel requests, and procurement requests. S/he is responsible for
producing financial and administrative reports and ensures that systems are in accordance with
MSH and USAID policies and procedures. S/he ensures procurement of goods and services in
compliance with MSH procurements policies and procedures. S/he collects proforma invoices on
approved purchase requisitions, prepares offer analysis and makes recommendations. S/he
maintains procurement data including supplier list and standards of goods and services, and
ensures the effectiveness of procurement in timely and cost effective manner.

The Finance, Administration and Procurement Officer safeguards the assets of MSH against
fraud, loss or damage. S/he ensures that all accounting and financial and administrative records
are made in accordance with the Generally Accepted Accounting Principles and MSH policies
and regulations.

SPECIFIC RESPONSIBILITIES

This position regularly carries out and monitors financial and administrative activities in
accordance with USAID financial and administrative policies and procedures of MSH.
These will include;

Financial duties:
e Prepare Payments and Journal VVouchers ensuring that the documents are legal,
authentic and that all relevant and adequate support documentation is attached.
e Post financial transactions including staff travel advance in QuickBooks on a



daily basis.

e Ensure that VAT exoneration process is followed smoothly on a quarterly basis.

e Assist Technical Leads in preparing budgets, cash flow forecasts, and monthly
financial reports.

e Maintain Petty Cash replenishment.

e Ensure timely and accurate financial accountability/ reporting from the Sub-
Offices and also to Corporate Accounting in HQ.

e Ensure that accurate resources (forms) are available at sub-offices.

Administrative duties:

e Establish and oversee all information and filing systems required to verify use of
program resources and supplies, including purchase requests/orders and contract
files.

e Responsible for maintaining staffs leave roster, recording absenteeism and sick

leave for the sub-offices staff.

Support preparation and coordination of workshops/trainings.

Manage the fleet of vehicles including monitor usage/fuel management.

Perform periodic and random inventory audit and asset verification.

Coordinate request and maintain stock of office supplies for regional offices and

stationery (only paper and printer cartridges).

Procurement duties:

e Facilitate the preparation of procurement plan.

e Receive approved Purchase Requisitions (PR) for procurement of goods and
services.

e Tracks all PRs, for both local purchases.

e Determines price reasonableness.

e Responsible for collection and analysis of proforma invoices and presents to the
supervisor for further processing or approval.

e Inquires immediately for more specifications from requesting units if the purchase

request is not clearly specified and completed.

Handles field office purchases when required.

Ensures that purchases are made in the best interests of the donor and MSH.

Assures delivery or pickup of PO for collection of goods.

Prepares weekly procurement status report and submits to the supervisor.

Regularly updates the supervisor of all partial collection of the procured goods.

Informs the supervisor about prices and qualities of goods if purchases are not of

routine nature.

e Inform supervisor immediately if asked to compromise integrity by any vendor or
other.

QUALIFICATIONS

1. Master degree in business management, accounting, or office management
preferred.
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At least three years’ experience in an independent administrative position with
advanced bookkeeping responsibilities.

Work experience with projects supported by international organizations.
Computer skills including proficiency in Microsoft Office Suite applications
(Excel spreadsheets, word processing, and electronic mail along with data entry
experience).

Ability to work independently, prioritize tasks, and meet deadlines.

Experience with organizing workshops and training courses, preparing and
monitoring budgets.

Experience developing and interpreting standard financial reports (Balance Sheet,
Income Statement, Cash Flow) and creation of Journal entries preferred.
Excellent communication skills.

English fluency required.

Ability to work in a team.

To apply, please follow this link: https://jobs-msh.icims.com/jobs/9174/finance%?2c-
administration-and-procurement-officer%?2c-liberia/job or go to our career site at

www.msh.org/about-us/work-with-us
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