
ACCOUNTANT JOB DESCRIPTION

Job Title Accountant (Intern)
Report to Finance and Administration Manager
Duration 6 Months – 1 Year with possibility of extension

Work percentage 100%
Location Tanzania, Dar es salaam
Time 08:00 am – 05:00 pm (Monday to Friday)

Job summary
This position will work closely with Finance Manager and Administrator
to manage all financial transactions, from fixed payments and variable expenses
to bank deposits and budgets.
Accountant responsibilities include auditing financial documents and
procedures, reconciling bank statements and calculating tax payments and
returns, provides financial information to management by researching and
analysing accounting data; preparing reports. Prepares asset, liability, and
capital account entries by compiling and analysing account information.

ABOUT TAI TANZANIA
Tai Tanzania is an innovative youth-led organization that uses the power of combining data,
storytelling and technology to inspire behavior changes among young people based on
stories from the community. We produce edutainment contents such as animation film,
music, and comics’ posters. Tai was founded in 2012 and registered in 2013. Tai’s vision is to
create social behavioral change to live in a society where youth are responsible leaders in
ensuring sustainable development. To do so, Tai focuses on creating environments that will
foster adolescents' access to school, since education plays a crucial role in children's and
adolescents' future lives.

RESPONSIBILITIES AND DUTIES

 Support the development and updating of financial policies, procedures and
standards, including keeping abreast of new financial and tax laws in accordance to
legal requirements and the best financial practices, and ensure that all staff are well
informed in their use.

 Ensure that all financial transactions (including grant disbursement) and data are
correctly implemented according to policies and procedures.

 Ensure that all financial documents are accurately supported, approved and coded
and that all cheque books, cheque list, petty cash, LPOs are maintained correctly

 Ensure that staff payroll administration is verified for accuracy, properly processed
and that all statutory payments such as PAYE and pension are made on a timely basis.

 Manage banking, accounts and balances effectively and efficiently, including
undertaking monthly bank reconciliations, foreign exchange management as and cash
flow management promptly.

 Support management of donor funding and disbursements; and ensure
acknowledgement of receipts and financial reporting is accurate, professional and
timely.

 Scrutinize plans, budgets, and financial reports;
 Contribute to annual/quarterly budget development and reporting for all projects



 Ensure that TAI is compliant with all legal requirements regarding taxation, returns,
fees and other financial statutory requirements.

 Review financial statements and reports of partner organizations and grantees as
required; provide financial advice/training as needed.

 Prepare monthly expenditure concerning budget reports and inform management on
a timely basis.

 In association with Administrator, undertake periodic checks of assets and stores,
and prepare reports on the same for management.

 Prepare high-quality financial reports including professional annual financial
statements on a timely basis.

 Prepare for and collaborate with internal and external auditors to ensure a
successful audit.

TEAMWORK & PARTICIPATORY
 To actively participate in organizational activities as may be directed by the

management team/supervisor
 To participate in team-building activities and organization events
 To participate in all meetings of organization internal and external when required.

QUALIFICATION, SKILLS AND EXPERIENCE
 Holder of a Bachelor degree in Accounting/ Finance or Equivalent
 Excellent administrative and planning skills.
 Knowledge in using accounting packages, as well as MS Office.
 Impeccable, corruption‐free reputation and integrity.
 Ability to keep deadlines and keen attention to detail.
 Experience in NGO accounts/financial management will be an added advantage.
 Ability to maintain confidentiality.

HOW TO APPLY
Please send your CV and motivation statement to joinus@tai.or.tz with the
subject of Job Application, only shortlisted will be contacted for the Interview.

mailto:joinus@tai.or.tz

