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Job Title:



Director of Finance and Administration
Department:



Administration and Finance

Reports to:



SFH Director
Location:



SFH Headquarters in Johannesburg, South Africa

Job Summary:

The Director of Finance and Administration (DAF) will be responsible for building personnel and systems capacity within the support functions of SFH and mentoring senior staff members, as well as some aspects of programmatic operations. The DAF will understand and outline the key functions of the department with reference to current and future needs, volume of work and quality requirements. Additionally, the DAF will collaborate with the SFH Director and other colleagues to:
Job Responsibilities:
Finance
· Ensure contractual compliance with PSI and donor regulations
· Ensure that internal and external financial reports are of high quality

· Create and manage annual budget, assist in coordinating work plans

· Lead development of internal control systems

· Manage financial and compliance aspects of sub awards and subcontracts

· Liaise with PSI/ Washington accounting departments

· Manage internal and external audits and ensure that audit recommendations are implemented 

· Build capacity organization – wide in financial monitoring and budget tracking

Procurement 

· Ensure compliance with procurement policies and best practices

· Maximize efficiency and cost savings

Administration:

· Asset management and maintenance 

· Manage all transportation needs, including PSI vehicle fleet

· Manage office operations including field offices

· Facilities management

Programming

· Support project directors with reporting, project management 

· Assist SFH Director with representational duties as required

· Contribute actively to the platform’s strategic development

Qualification / Experience

· Graduate degree / equivalent qualification
· Min 5 years professional experience

· Min 3 years developing country work exp in a management capacity

· Familiar with donor contracting requirements

· Demonstrated success with complex development programs
