[image: ]
JOB DESCRIPTION
Position Title:		Finance Manager           	 
Reports To:		Finance & Operations Director	
Work location:		Port au Prince, Haiti
Date Developed:	26 October 2026
Department: 		Finance & Operations
This is a national post located in Port au Prince, Haiti, with expected travel to field locations. 
POSITION SUMMARY: 
The Finance Manager, under the leadership and direction of the Finance & Operations Director (FOD), is responsible for the financial management of the Haiti grant portfolio from start-up through close-out. The Finance Manager will also be responsible for supervising the Finance team and strengthening its capacity, both at the national level and in field offices, while working closely with the Compliance, Operations, and Human Resources teams. This role will contribute to strengthening internal controls, ensuring audit readiness, mitigating financial risks, and promoting the transparent and responsible use of resources.
The Finance Manager ensures proper financial management, accountability, planning, and reporting in alignment with the goals of the grant, World Relief financial procedures, donor regulations, and the grant agreement in coordination with the Finance Coordinator, Operations Coordinator, and HR Coordinator. The Finance Manager is responsible for the management and development of the finance team at the national and field office level. 
SPECIFIC JOB DUTIES:
Accounting 
· Maintain internal accounting system and records, and verify for reliability, completeness, accuracy and integrity of financial management information systems, documentation and reports
· Performing or supervising the posting of entries ensuring proper controls are enforced and appropriate systems in place to maintain all required supporting documentation.
· Review expenses on a monthly basis to ensure the correctness of booking/coding, eligibility and compliance with the donor policies and procedures. 
· Review and supervise the reclassifications of expenses as needed or requested in line with donor regulations and WR financial policies
· Supervise and assist with the allocation of shared costs as per World Relief cost allocation systems and policies
· Lead the monthly & yearly financial closing process
· Under the direction of the Finance & Operations Director, delegate staff for the reconciliation of all balance sheet accounts. 

Audits & Due Diligence
· Lead the preparation and coordination of required documentation for institutional, donor, and project audits, as well as other financial reviews and due diligence exercises, working with the Finance Coordinator and relevant departments, under the overall supervision of the Finance & Operations Director. 
· Under the direction of the Finance & Operations Director, manage the implementation and follow-up plans based on audit findings and recommendations. 

Budgets
· Supervise the entry and revision of donor-approved grant budgets into the financial software system on a timely basis 
· Support the Finance & Operations Director in the creation, review and upload of new budgets, if necessary

Cash Management
· Oversee the timely preparation, review, and approval of all monthly bank accounts and cash reconciliations
· Supervise all bank account activities
· Ensure internal control procedures are followed for all cash disbursements, receipts, and transfers
· Work with field finances to develop accurate cash forecasts at the state level; Prepare monthly report and analysis of forecasts with respect to actual expenditure to improve forecast accuracy over time. 
· Monitor cash usage and requirements and advise the Finance & Operations Director of possible unusual activity or requirements

Contract management
· Coordinate with the Operations Coordinator to ensure timely processing of payments under approved contracts and maintain accurate records of contract-related payables and supporting documentation.

External representation
· As necessary, represent World Relief in meetings with donors, auditors, government, and other stakeholders

Grant Management
· Supervise and support the timely preparation of interim and final financial reports to donors, ensuring that all project expenditures are accurately recorded, properly supported, eligible, and reported in accordance with donor requirements and grant agreements, for review and approval by the Finance & Operations Director
· Ensure that all expenditures are classified to the appropriate grant
· Supervise the preparation and review of budget vs actual reports to ensure maximum utilization of budgets and to provide guidance and recommendations to program teams
· Lead the financial aspects of all grant close-out processes 

HO Liaison 
· Supervise and support in the submission of end of month and end of year financial reports to HO
· Under the leadership of the Finance & Operations Director, provide support on grant reconciliation with HO.

HR Support
· Supervise the preparation and execution of national payroll ensuring that the related accounting entries are prepared and standard financial controls are maintained 
· Review monthly payroll tax deductions and statutory social security contributions, including those payable to the Office of National Old-Age Insurance (ONA) and the Office of Occupational Accident, Sickness and Maternity Insurance (OFATMA), for accuracy and ensure timely remittance in coordination with the Human Resources Coordinator.
· Review final severance payments for staff to confirm accuracy and obligations

Organizational Development
· Support the FOD and the Operations Coordinator in the creation of a risk-aware, anti-fraud, and collaborative working culture
· Provide capacity and training to finance staff

Partner Management
· Supervise the preparation and execution of payments according to the terms of all approved sub-awards ensuring that the related accounting entries are prepared, and standard financial controls are maintained 

Policy and Internal Controls
· Monitor procedures to prevent and mitigate against fraud as per the Fraud Prevention and Response Plan.
· Participate in the development and/or review of policies as and when appropriate 

Team management
· Actively provide strong leadership to finance team in all aspects of its oversight and operations, assigning and delegating tasks where required.
· Acting as the primary liaison for the national finance staff as direct supervisor
· Conduct occasional trips to field offices (minimum 1x/region/Semester) to review performance of field finance staff and provide additional support

REQUIREMENTS
· Mature and personal Christian faith
· Committed to the mission, vision, and values of WR
· University Degree in Finance or related field. Masters’ degree preferred. Business management and leadership experience is highly valued. 
· A minimum of five years of progressively responsible experience in finance or accounting, preferably within an international NGO, humanitarian, or development organization, with demonstrated experience in financial management, grant compliance, budgeting, financial reporting, and team supervision. Equivalent experience in business management or financial leadership will also be considered.
PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions. 
· While performing the duties of this job, the employee is required to have ordinary ambulatory skills sufficient to visit other locations 
· The ability to stand, walk, stoop, kneel, crouch, and manipulate (lift, carry, move) light to medium weights of 10-15 pounds. 
· Requires good hand-eye coordination, arm, hand and finger dexterity, including ability to grasp, and visual acuity to use a keyboard, operate equipment and read application information. 
· The employee frequently is required to sit, reach with hands and arms, talk and hear.

WORK ENVIRONMENT
· This is a national position located in Port au Prince, Haiti, with expected travel to field locations. 
· Great lengths of time working on computer, reading from computer screen, entering information, standing at copier or fax machine, and some time on the phone or in Skype meetings may be required.
· Year-end archiving activities involve repeated lifting and bending.
· Physical, emotional and intellectual demands
· Equipment used: Employee computer (desktop or laptop), printer, and copier.
· All of the above duties and responsibilities are essential job functions subject to reasonable accommodation. All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently. This job description is not to be construed as an exhaustive statement of duties, responsibilities or requirements. Individuals may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation. This position description is not all-inclusive and is always under review.

We are proud to be an EEO/AA employer M/F/D/V. We maintain a drug-free workplace and perform pre-employment substance abuse testing.

Legal Background in the United States 
World Relief is both an equal opportunity employer and a faith-based religious organization. This means that we conduct hiring without regard to race, color, ancestry, national origin, citizenship, age, sex, marital status, parental status, membership in any labor organization, political ideology, or disability of an otherwise qualified individual. The status of World Relief as an equal opportunity employer does not prevent the organization from hiring staff based on their religious beliefs, so that all staff share the same religious commitment.

Pursuant to the Civil Rights Act of 1964, Section 702 (42 U.S.C. 2000e 1(a) World Relief has the right to, and does, hire only candidates who agree with World Relief’s Statement of Faith. 

Please send your Diplomas, Work Certificates/Attestations, Copy of ID, Professional References, and your CV/Resume to the following address: wrhadmin@wr.org no later than October 28, 2026.
[bookmark: _GoBack]Note: Non-compliant candidates will not be considered or selected.
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