
Vacancy Announcement  
 

 
Position: Accounting Assistant  

 
Date: 25 June, 2018 

 

 
Open to: All Interested Applicants  
 

 
Closing Date: 9 July, 2018 

 
Annual gross salary range: NGN 9,125,000 – 9,738,300 
 

 
Work Hours: 40 
 
 

Interested applicants MUST send cover letter and  CV to:   recruitment@wrp-n.org 

 

 

Job Summary: 

Under the direct supervision of the Deputy Director, Budget and Finance, the incumbent is responsible for 
applying well-established accounting principles, theories, concepts, and practices related to financial 
transactions. Within the limits of delegated responsibility, incumbent will demonstrate mastery of accounting 
in the resolution of complex problems. Incumbent will in addition provide advice and analysis regarding 
accounting programs and financial matters. S/he will support the team on financial transactions such as 
budget/forecast development and analyzing of expenditures. 

 

Major Duties:  

 Perform monthly bank reconciliation statements, book bank charges, submit to Deputy Director Finance 

and Budget for signature approval and then send to HQ. 

 Prepare bi-weekly and yearly payroll summary report by employees using payroll software.  

 Balance sheet reconciliation of travel advance category and provide a monthly schedule. 

 Process monthly remittance of PAYE, Pensions, and NSITF and submit the schedules to respective 

agencies as applicable.  

 Update payroll SCB upload, payroll schedules and remittances folders on the Finance docs Shared 

Drive. 

 Prepare and initiate volunteers’ stipend, maintain the database and provide summary report by 

volunteers. 

 Prepare amortized schedule and initiate posting for employee group life assurance, lease, rent, health 

insurance and post updated schedule to Finance shared drive. 



 Analyze travel request and correspondence SOWs to ascertain the adequacy of information for 

processing travel advances. 

 Initiate travel advances (both domestic/foreign and routine/monthly) to include research advances in 

line with the USG per diem rates and follow USG travel regulations. Notify travelers of their breakdown 

of travel advances. The advance task includes office supplies advance to staff. 

 Follow up with the travelers and staff on liquidation of advances with receipts in compliance with 

organization expense report policy and timeline.  Analyzes and validates lodging, and transportation 

receipts, ensure cash/check refunds and reimbursement are documented and recorded referencing 

appropriate vouchers and timely closure of all advances. 

 Initiate, reconcile, and close-out of advances including RVs operational funds and provide monthly 

balance sheet schedules of closing balances. 

 Acknowledge and post inflow from HQ and other sources. 

 Performs any other duties as assigned by the supervisor. 

JOB SPECIFICATIONS: 
 
Minimum Education/Training Requirements:   A Bachelor degree in Finance/Accounting is required. 
 
Prior Work Experience:  The incumbent must have at least 4 years progressively responsible work 
experience related to Finance and Accounting. 
 
Language Proficiency: Level IV English (fluency in both written and oral) is required 
 
License: Any Accounting professional certification is an added advantage. 
 
Supervision Received: Supervision by the Deputy Director, Finance and Budget. Will often be required 
to perform duties with minimal daily supervision. Occasional specific guidance and written instructions 
provided by supervisor.   
 
Supervision Exercised: No direct supervision exercised.   
 
Knowledge:  
 

 Demonstrated understanding of accounting practices and principles. 
 Knowledge of auditing practices and principles is required.  
 Demonstrated knowledge of general budgeting practices and principles is required.  
 Knowledge of Standard Office accounting practices and procedures related to the work is 

required. Knowledge of computer applications including QuickBooks and MS Office particularly 
an intermediate proficiency level in Excel is also required. 

 Demonstrated knowledge of applicable Nigerian laws, codes, and regulations. 
 Knowledge of US GAAP, IFRS, Nigerian GAAP, fund accounting, and fiscal management.  

 
Skills and Abilities: Maintaining accurate financial records and preparing clear and accurate reports for 
informational, auditing and operational use. Ability to work independently.  
 
 

 


