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JOB DESCRIPTION 
 

 
Position Title Administrative & Finance Assistant 
Department Finance 
Location Lusaka, Zambia 
Reports to Administrative and Finance Officer  

 
Under the supervision of the Administrative and Finance Officer (AFO), the Administrative and Finance 
Assistant (AFA) is responsible for assisting in the smooth running of the AIHA/Zambia office. Tasks 
include, but are not limited to: assisting in the execution of daily financial transactions; issuing and 
submitting procurement requests to purchase goods and services; maintaining and updating furniture and 
equipment inventory logs; maintaining internal financial control procedures; providing logistical support 
to program staff and all implementing partners; and providing support to AIHA sub-grantees in financial 
and administrative issues. Excellent interpersonal skills and ability to plan, balance and cope with 
competing priorities are required. 

 
ESSENTIAL ROLES AND RESPONSIBILITIES 
 
Financial 

 Assist with the execution of daily financial transactions such as issuing and obtaining approval for 
check requests and petty cash vouchers. 

 Provide support to AIHA sub-grantees in financial and administrative issues. 
 Maintain and update furniture and equipment inventory. 
 Reinforce internal financial controls procedures. 
 Assist in maintaining both cash and bank logs. 
 Assist in the preparation of monthly funds requests in close collaboration with the programs team 

and AFO.  
 Issue and submit procurement requests to purchase goods and services. 
 Assist in maintaining internal financial control procedures that adhere to headquarters’ (HQ) 

established policies and procedures. 
 Assist in the preparation of annual program budgets in close collaboration with the programs team. 
 Work with the AFO and HQ staff in the preparation of budgets for new business development. 
 Assist in putting together support documentation such as procurement requests, contracts, travel 

authorization, travel advances, travel vouchers etc. 
 

Program Support 
 Provide logistical support for trainings, workshops, conferences, etc. 
 Provide logistical support for AIHA implementing partners and staff. 
 Review expenditure reports with program staff to review variances. 
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 Other administrative related duties as assigned by the Country Director. 
 Ensure the office is generally maintained and office supplies are in place all the time. 
 Issue and distribute travel advances to AIHA partners and staff prior to travel and reconcile travel 

advances. 
 Ensure protection and security of files and records. 
 Other duties as assigned by AFA and Country Director. 

 
 
SKILLS AND QUALIFICATIONS 

 Minimum Diploma in finance, preferably ZICA technician accreditation or equivalent. 
  2-4 years of work experience in accounting related to NGO programs. 
 Familiarity with US Government funded programs and NGOs in Africa. 
 Proficiency in QuickBooks is essential.  
 Ability to handle multiple tasks simultaneously in a fast-paced environment, set priorities and 

meet deadlines. 
 Fluency in English; excellent written and oral communication skills, including facilitation and 

cross-cultural communication; attention to detail.  
 Strong analytical, critical thinking, problem-solving and decision-making skills. 
 Computer proficiency in Windows environment (Microsoft Word, Excel, Access, PowerPoint). 

 

 


