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Recruiting Financial and Administration Officer,  

Solidaridad Eastern and Central Africa Expertise Centre (SECAEC) is an ISO 9001:2008 certified 

Not -For -Profit Organization based in Nairobi, Kenya and with country offices in Ethiopia, 

Tanzania and Uganda. SECAEC is one of the nine (9) Regional Expertise Centres of the Solidaridad 

Global Network Organization, with main office in Utrecht, Netherlands. Solidaridad brings 

together supply chain actors and engage them in innovative solutions to improve production, 

ensuring the transition to a sustainable and inclusive economy that maximizes the benefits for all 

hence “change that matters”. 

 

SECAEC Tanzania Country Office seeks to recruit a dynamic and self-motivated individual for the 

position of Financial and Administration Officer for the country Office in Arusha, Tanzania. 

Position:  Financial and Administration Officer [1 Position] 

Reports to: Country Projects Manager-Tanzania  

Duty Station: Tanzania Country Office, Arusha with occasional upcountry travel to the project   

areas and the regional office. 

 

Job Summary & Purpose: 

In consultation with the Country Projects Manager - Tanzania, the Financial and Administration 

Officer shall:- 

1. Maintain an up to date petty cash imprest system; Receive and receipt program/project 

cash from Accounting Officer(s) and other designated staff and bank it intact, Prepare 

payments against authorized requisitions, 

2. Prepare, code, total and batch payment requisitions for subsequent checks by the 

Country Projects Manager-Tanzania, 

3. Generate an end of month cash count certificate after  physical verification by Country 

Projects Manager - Tanzania 

4. File all financial and field activity records according to the existing SECAEC filing system, 

5. Reconcile Accounts departmental inventory with the logistics monthly inventory report, 

6. Assist in the coordination of accounting functions like preparation of monthly operating 

budgets, analysis of previous budgets and data entry using ledger works accounting 

system under the supervision of the Country Projects Manager and guidance by Regional 

Projects Accountant, 

7. Maintain supplies by checking stocks to determine inventory levels, anticipating 

requirements, placing and expediting orders, verifying receipt, stocking items, delivering 

supplies to work stations, 
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8. Reception; Welcoming visitors in the office, Signing for deliveries, Receiving and 
distributing mails or messages to respective staff members  

9. Meetings Planning & Logistics; Planning and making arrangements for on-site and off-site 
meetings, taking and distributing minutes. Organize Training & Workshops; Assist in 
preparations for Trainings and workshops 

10. Office equipment & furniture inventory; Oversee purchase, repair and maintenance of 
furniture & equipment, Assist in arrangement of equipment in office 

11. Project support; Liaising and supporting all responsible project owners in their roles, Keep 
track of staff activities and budgets, 

12. Travel arrangements; facilitate staff official travel, support guests in all travel and 
accommodation arrangements,  

 

Education, skills and qualifications  

 Diploma /Bachelor’s Degree in Finance and/or Accounting from a recognized institution,  

 At least three years experience working in a busy organization preferably not for profit or 

NGO, 

 Computer literate, comfortable with e-accounting and secretarial packages,  

 Office Experience - General, Scheduling, Telephone Skills, Typing, Documentation Skills, 

Meeting Planning, Verbal Communication, Written Communication, Dependability, Attention 

to Detail, Administrative Writing Skill. 

Other attributes: 

 Pleasant disposition, 

 Self-driven motivation and belief in the continuous improvement philosophy, 

 Able to cope with heavy work demands and deadlines reasonably well, 

 Trustworthy, 

 Ability to communicate and report concisely. 

 

Applications 

If you feel you meet the requirements for this job opening, Please send your application  

indicating the title of the position along with one page motivational letter, an updated CV with 

telephone contacts of three professional referees and testimonials in one file via e-mail by 5:00 

pm, 19th September 2016 addressed to; marym@Solidaridadnetwork.org Copy to 

info.secaec@Solidaridadnetwork.org 

Only short listed candidates will be contacted. Solidaridad is a gender sensitive and equal 

opportunity employer. Women are strongly encouraged to apply.  Solidaridad does not charge a 

fee at any stage of the recruitment process. Canvassing will lead to automatic disqualification. 
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