
                                                                           

                                                                           

 

 

Lutheran World Federation/Department for World Service Kenya/Djibouti Program is seeking to 
recruit Kenyan National for the above position, to be based in Dadaab Refugee Camp.The Senior 
Accountant shall be based in Dadaab Refugee Camp, North Eastern Kenya. This position requires skills 
in Finance and Accounting. He/she will work to improve the proper operations, management and 
functioning of the Finance department. The incumbent will report directly to the Finance & Admin Officer, 
while working closely on a daily basis in collaboration with other sectors of LWF in the performance of 
his/her duties and responsibilities. 
  
Duties and Responsibilities include but are not limited to: - 
1. Monthly preparation of incentive staff payroll 

a. Ensuring all supporting documentations is accurate & fully approved 
b. Ensuring the payroll is ready and be taken to the bank on or before end month 

2. Verification of the petty cash counts. 
a. Undertaking regular cash counts & cash book verification to ensure accuracy 
b. Share the same with FAO at least three times per month 
c. Verification of all vouchers & support documentation  

3. Preparation of bank reconciliations on receipt of the bank statements, ensuring that all direct debits 
are recorded and/or investigated with the bank and should be resolved by the following month. 

4. Bank agency duties: 
a. Cash withdrawals from the banks and coordination of the same. 
b. Getting bank statements by 1st day of every month 
c. Deliver cheques that require an agent such as Payroll, PAYE etc & all other bank 

correspondence. 
5. Reconciliation of personal advance accounts and filing of the schedule on a monthly basis. 

a. Ensuring all advances are recovered within the next month  
b. Ensuring relevant entries are passed to address balances in ledger accounts 

6. Verification of data entries into ACCPAC. Checking the accuracy, completeness of data, amounts 
and ACCPAC codes before posting on a monthly basis.  

7. Prepare data relating to salaries, pension fund and other balance sheet journals 
8. Filling all employer statutory returns on time to KRA 
9. Debt control: 

a) Debtor analyses for all compound income 
b) Follow up unpaid Invoices for the same from other agencies 

10. Any other duties as may be assigned by the Finance & Admin Officer. 
 

 Relevant Experience: 
1. Bachelor’s Degree in either in Accounting Finance, Accounting, Economics or Social Sciences.  
2. CPA 2 is a requirement. 
3. 2+ years’ experience in general Finance and Accounting. 
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4. Experience with computerized ledger systems  
5. Advanced knowledge of Excel  
6. Strong problem solving and analytical skills  
7. Ability to function well in a team-oriented environment. 
8. Experience working with NGO is an added Advantage. 

Personal Attributes: 
1. High level of motivation, integrity, commitment and professional responsibility. 
2. Ability to tolerate cultural, educational and religious diversity in the work place. 
3. Excellent communication, time management, organization and presentation skills. 
4. A good team player with high degree of initiative, flexibility and tolerance  

 
How to Apply; 

Applications should reach the undersigned by close of business on 22nd February 2019 and must 
include full contact details of 3 referees. 

The Human Resource Officer, Lutheran World Federation Kenya-Djibouti, 
Email: lwf.dadaab@gmail.com 

Kindly indicate the position you are applying for on the subject line. 
 
Only shortlisted candidates will be contacted.  
Start date of the successful candidates is March 2019. 
 
LWF World Service is an equal opportunity employer, irrespective of gender, race or religious 
affiliation.  
LWF World Service is a signatory to the Code of Conduct for humanitarian agencies.  
Our recruitment and selection procedures reflect the organization’s commitment to the 
prevention of abuse and exploitation of beneficiaries. 
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