
 

  

COMPANY: UNLEASHED AFRICA SOCIAL VENTURES 

POSITION:            FINANCE AND ADMINISTRATION OFFICER 

 

About Unleashed Africa: 

Unleashed Africa Social Ventures is a youth led Tanzanian social enterprise focused on youth development, social 

innovation and entrepreneurship. We are committed to building an Africa future where African youth of every 

talent are empowered to fully engage in development work. 

Our vision: An empowered generation of youth applying their talents to spearhead Africa’s socio-economic 

development. 

We are on a mission: To equip youth with disruptive hacker skills to implement income generating community 

service and projects that create gender equality, youth employment, health and economic advancement. 

Our focus: We are committed to driving development on the African continent and the world with a specific focus 

on Youth, Leadership, Innovation and Social Impact Businesses.  

As we operate, we work with a main goal to directly and indirectly create employment and/or income generating 

opportunities for youth. 

Through partnerships at various levels of engagement; workshops, consultancies, capacity building, 

communications and research, Unleashed Africa is determined to empowering youth to contribute to Africa’s 

development. 

Our programmatic areas range from the Innovation in the arts and creative economy, sustainable events and 

communications, Sustainable public health, Social Enterprise Eco-system development and gender.  

Our work directly targets and contributes to the sustainable development goals; 3 (Ensure healthy lives and 

promote well-being for all), 5 (Achieve gender equality and empower all women and girls) and 8 (Promote inclusive 

and sustainable economic growth). 

 

Finance and Administration Officer Job Description: 

The Finance and Administration officer will be responsible for managing the Company’s financial and general 

administrative activities.  

To be successful in this role, you will need to be able to work on tight deadlines, be competent in accounts jargon, 

systems and processes, in using Microsoft Office applications, as well as have  excellent analytical and project 

management skills.  

A bachelor’s degree in a related field of study and 2 to 3 years of relevant experience is required for consideration. 

 

 



 

  

Finance and Administration Officer Responsibilities: 

 Manage the organization’s Finance Management system 

 Assist with the preparation of budgets 

 Implement financial policies and procedures 

 Establish and maintain cash controls including deposits and donations 

 Establish, maintain and reconcile Unleashed Africa’s general ledgers 

 Monitor cash reserves and investments 

 Reconcile and acquit grant and funding income 

 Prepare and reconcile bank statements  

 Establish new and maintain existing supplier accounts  

 Process supplier invoices  

 Maintain the purchase order system  

 Ensure data is entered into the system  

 Issue cheques for accounts due 

 Make payments to suppliers using EFT (Electric Funds Transfer) 

 Ensure security for all credit cards and verify charges  

 Ensure transactions are properly recorded and entered into the computerized accounting system  

 Maintain financial files and records  

 Prepare income statements 

 Prepare balance sheets 

 Receive and verify invoices 

 Process and record petty cash transactions 

 Maintain all relevant insurance policies  

 Maintain the assets register 

 Reconcile accounts 

 Submit staff time sheets for payroll processing 

 Submit payments to relevant pension fund organization 

 Liaise with the auditor to produce an annual financial statement 

 Order and collect office consumables and stationery, kitchen and bathroom supplies 



 

  

 General Administrative duties; including screening of calls and responding to general calls, 

emails and fax enquiries. 

 Establish and maintain a range of basic databases and records systems including; including mailing lists, 

membership details, office records and others as required  

 Process inward and outward mail. 

 Be in charge of proper filing and supervision of workplace organization 

 Arrange maintenance, servicing, delivery and pick up office equipment as required  

 Take minutes where relevant 

 Engage in project meetings and provide value addition in terms of viable contributions 

 Perform other related duties as required by the Chief Executive Officer 

 Be able to give credible advise with regard to the organizations project activities as well as strategies for 

growth 

 

Finance and Administration Officer Requirements: 

 Bachelors in Finance Management, Accounting, Business Management; or any related field 

o A CPA is most favorable 

 Fluency in both English and Kiswahili 

 Exceptional verbal, written, editing (Photo/Video/Text), presentation skills and overall communication 

skills 

 Must possess a good understanding of accounting principles including accrual accounting, reconciliation, 

general ledger journals and preparedness to learn from complex principles 

 Demonstrable experience in a similar role as described in the Duties and Responsibilities above  

 Must possess a positive attitude, be detail and customer oriented with good multitasking and 

organizational ability. 

 Two to Three years experience in related field 

 Ability to work effectively both independently and as part of a team. 

 Must possess a high level of knowledge and competency in Microsoft Office, especially Microsoft word, 

Excel and Publisher. 

 Competency in Microsoft applications including Word, Excel, Ppt., and Outlook. 

 Knowledge in file management, transcription, and other administrative procedures required to 

communicate effective 

 Be competent in monitoring and evaluating projects accounts and budgets, management of 

communications budgets, and report writing 



 

  

 Ability to work well on tight deadlines. 

 

Important Skills for a Finance and Administrative Officer 

1) Cultural Fit:  The person must embody the culture and values of the company and must be willing to go 

the extra mile to accomplish goals. This includes constant team work and dedication to growth to the 

company’s reputation and image. 

2) Trustworthiness: It is crucial for a candidate to exemplify the utmost degree of trustworthiness in how 

they relate to the team and external stakeholders; Looking ways to provide value to both stakeholders 

and represent company while holding onto high levels of integrity and honesty. 

3) Accounting Competencies: Must have a strong command and understanding of accounting principles and 

practices as well as have the ability to communication accounting information with ease to executive 

team; for informed decision making 

4) Consistent: Must be able to demonstrate considerable consistency in his/her work ethic and in keep 

records up to date.  

5) Important Traits to have: Must be self motivated, dependable, productive, organized and detail oriented. 

A positive attitude and a love for humanity and social transformation in critical for this role.  

6) Sustainable Development Goals:  Must demonstrate great passion and zeal for development work and 

for the accomplishment and sustainability of the SDGs. 

 

Application Process 

1) Visit:  Send your CV & Cover letter to mambo@unleashedafrica.com to apply. 

a. Make sure that you share an updated LinkedIn Profile  

2) Deadline for application: 17th October 2019 

3) Language of communication: English and Swahili 

4) Tip: Just be you! We are looking for someone who is authentic, passionate about change and driven to 

solve social challenges. We are looking for someone not driven by selfish ambition (You know what we 

mean!) but by an innate desire to lead and innovate change for others. And to the core of the position, we 

are looking for someone who will grow with the Company. Skill is great but a growth attitude is key. You 

must be a committed to learning and growing individually and with a team. 

mailto:mambo@unleashedafrica.com

