
 

 

 

Position Title  : Finance Assistant 
Start Date  : As soon as possible  
Location  : Monrovia 
No. of positions : One (1) 
Posted   : April 25, 2017 

 
Responsibilities: 
1. Maintains check stock 
2. Maintain cash registrar 
3. Maintain the petty cash float & prepare periodic reports for replenishment 
4. Receives/records invoices from vendors in ledger  
5. Gathers documents from Procurement, Admin, Finance, and program associated with invoices 
6. Prepares Voucher Package for payment (Match P0, receiving evidence, invoice) 
7. Maintain Filing system 
8. Prepare daily cash collection report and deposit cash to bank 
9. Disburse all checks issued by Jhpiego 
10. Make sure all withholding taxes are pay on time  
11. Make sure Jhpiego Tax Clearance and Business Registrar  is up to date with Finance, LRA and the 

Liberia Business Registry  
12. Perform other duties as may be assigned  
 
 

Required Qualifications: 

 Bachelor's degree in Accounting, Business, or equivalent with 2-3 years of relevant experience 
in finance  

 Strong ability to work and communicate within a team 

 Good Interpersonal skills 

 Ability to proactively organize and manage own work 

 Demonstrated organization skills  

 High level of communication and relationship experience working with different vendors 

 Strong experience for maintaining files and registry 

 Proficiency in Microsoft Office and electronic management systems 

 Ability to work in a complex environment with multiple tasks, short deadlines and intense 
pressure to perform 

 Fluent in written and spoken English  

 Excellent oral and written communications skills  
 

HOW TO APPLY: 

Interested applicants should send their electronic CVs to: liberiahumanresources@gmail.com including three professional 

referees, email addresses and telephone numbers, indicating “Finance Assistant”, in the subject line of your email.  

Deadline is, 2:00p.m., Tuesday, May 2, 2017. Only short-listed candidates will be contacted. Failure to follow the 

application process, would be grounds for disqualification. Jhpiego is an equal opportunity/Affirmative Action employer 

and does not discriminate in its selection and employment practices. All qualified applicants will receive consideration for 

employment without regard to race, color, religion, sex, national origin, political affiliation, sexual orientation, gender 

identity, marital status, disability, protected veteran status, genetic information, age, or other legally protected 

characteristics. Female candidates are strongly encourages to apply. Failure to follow the instructions of applying, your 

application would be denied. For further information about Jhpiego, visit our website at www.jhpiego.org. 

http://www.jhpiego.org/

