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Functional Title Officer Reporting Grade OG-II to OG-I 

Division Finance Function Finance 

Location Head Office Job Type Permanent 

Reporting (Direct) Manager Finance Reporting (Dotted) - 

 

Position Summary: 

 

The Finance Officer (Reporting) is responsible for maintaining accurate financial records and 

preparing timely monthly, quarterly, and annual financial reports to support effective decision-

making. The role manages budgeting activities, account reconciliations, and accounts 

payable/receivable, while ensuring compliance with applicable accounting standards, internal 

policies, and regulatory requirements. Leveraging strong analytical skills, attention to detail, and 

proficiency in financial systems, the Finance Officer (Reporting) analyzes financial trends, develops 

financial models, prepares financial statements, supports audit processes, and provides insights to 

leadership on organizational financial performance to safeguard and enhance overall financial 

health.  

 

Key Responsibilities: 

 

• Reporting & Analysis: Prepare accurate financial statements (P&L, Balance Sheet, Cash Flow), 

budget vs. actuals, and forecasts; analyze data to identify trends. 

• Record Keeping: Maintain general ledgers, process transactions, reconcile accounts (bank, vendor), 

manage AP/AR, and oversee fixed assets. 

• Budgeting & Forecasting: Assist in developing annual budgets and long-term financial projections. 

• Compliance & Audit: Ensure adherence to accounting standards (IFRS), regulations, and assist with 

internal/external audits. 

• Policy & Strategy: Help implement financial policies and provide financial insights for strategic 

planning. 

• Systems: Utilize accounting software and digital tools for efficient operations.  

 

 

 

 

https://www.google.com/search?q=accounting+software&sca_esv=d8206f3c45377ff0&rlz=1C1GCEA_enPK1057PK1057&biw=1093&bih=513&aic=0&ei=AWVwabyqL4WzhbIPwf_KMA&ved=2ahUKEwjgsZWo9JuSAxXjWEEAHRZGIkgQgK4QegQIAxAG&uact=5&oq=Officer+Reporting+finance+Job+Description&gs_lp=Egxnd3Mtd2l6LXNlcnAiKU9mZmljZXIgUmVwb3J0aW5nIGZpbmFuY2UgSm9iIERlc2NyaXB0aW9uMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHMgoQABiwAxjWBBhHSITEA1AAWABwAXgBkAEAmAEAoAEAqgEAuAEDyAEAmAIBoAIDmAMAiAYBkAYIkgcBMaAHALIHALgHAMIHAzAuMcgHAoAIAA&sclient=gws-wiz-serp
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Position Specification(s): 

 

Minimum Qualification  
Minimum Bachelors preferably Master 

Experience 3-5 years in relevant Experience 

Competencies Required:  Proficient with Microsoft Office, 

 

 

 

 

___________________________          __________________  

Employee Name & Signature                                    Date: 

 

 

 

 

____________________________          __________________  

Dept. / Div. Head (Sign & Stamp)                  Date:  


