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PO BOX 261 
Ghala Road (Railway Street)
Moshi, Tanzania
WhatsApp Call/Message: +255 754 544 203
Email: admin@kijana-kwanza.org
Website: www.kijana-kwanza.org


Finance Officer  

Contract: 		Fixed – 12 months 
Working Hours:	45 hours per week (including evenings and weekends)
Accountable to: 	Finance Manager, Senior Bookkeeping 
Salary:		Band 4
Location: 	Moshi, Tanzania
Additional benefits:	Extensive Incentives Package including rent, telephone and meals allowance and employee contributions towards family medical insurance

Introduction

Kijana Kwanza (Young People First) is a grassroots organisation based in Moshi, Tanzania that aims to empower disadvantaged children and young people with the skills and opportunities to prepare them for a future without poverty.

The organisation directly sponsors over 250 children and young people, most of whom are orphaned, abandoned or from single-parent families, who reside in the community, in foster care or on-site at one of our children’s homes or youth hostels. Most of our children and young people attend school, learn practical trades in our workshop or are enrolled at college to study towards a professional qualification. Outside of formal education, we deliver an extensive programme of extra-curricular learning, which emphasises soft skills development, leadership training and digital inclusion. 

Aside from direct child and student sponsorship, Kijana Kwanza delivers a variety of day services and social welfare provision from its headquarters in Moshi Town, for the wider community of children, young people and their families. These include free Computer classes, a Study Café, hardship grants and interest-free loans, seasonal campaigns, community events and microfinance initiatives. 

For a full list of our activities, visit www.kijana-kwanza.org. 




Post Summary

The Finance Officer is responsible for managing the organization’s financial operations, maintaining accurate financial records, preparing reports, and ensuring compliance with financial policies and regulations. The role supports effective budgeting, financial planning, and accountability within the organization.
Duties and Responsibilities
 
1.  Prepare and maintain accurate financial records and reports 
2. Process payments, invoices, receipts, and bank transactions 
3. Monitor organizational budgets and expenditures 
4. Reconcile bank statements and financial accounts regularly 
5. Assist in preparation of annual budgets and financial forecasts 
6. Maintain proper accounting and filing systems 
7. Ensure compliance with financial procedures and statutory requirements 
8. Support internal and external audit processes 
9. Prepare payroll and staff reimbursements where applicable 
10. Monitor cash flow and advise management on financial matters 
11. Assist in procurement and financial planning activities 
12. Generate periodic financial statements and management reports
Other Duties
1. Tax preparation and statutory remittances 
2.  Grant and donor fund management 
3. Inventory and asset management 
4. Procurement support and contract monitoring
5. Depend from your Line Manager and other leaders. 
Person Specification

	
	Essential
	Desirable

	Bachelor’s Degree or Diploma in Finance, Accounting, Business Administration, or related field
	X
	

	At least 2 years’ experience working in Finance or Accounting Office. 
	
	X

	Proven experience in finance or accounting roles
	X
	

	Knowledge of accounting principles and financial regulations 

	X
	

	Proficiency in accounting software and Microsoft Office applications, especially Excel
	X
	

	Strong analytical and numerical skills
	
	X

	High level of integrity, accuracy, and confidentiality
	X
	

	Excellent communication skills in English and Swahili
	X
	

	Able to work flexibly, including evenings, weekends, and overnight shifts when required
	X
	

	Committed to Kijana Kwanza’s mission and working with vulnerable children and young people
	X
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