
Accountant Vacancy 

 

POSITION DETAILS 

Position Title: Accountant Office 

Location: 

Lilongwe, Malawi 

Organisation  Tilitonse Foundation  Reporting to Fund and Finance 

Manager 

 

  Position 

Supervises  

Accounts Officer 

JOB DESCRIPTION 

Tilitonse Foundation Over View   

Tilitonse Foundation aims at increasing capacity of Non - State Actors and actively promote citizen’s 

engagement in democratic governance and upholding citizen’s rights by the state. It mobilizes and 

provide funds to Civil Society for the promotion and enhancement of good governance and 

development in Malawi. It supports NSAs to play a role in consolidation and upscaling good 

governance.  The Foundation believes that increased capacity of NSAs and promoting levels of 

citizen engagement in democratic governance are important catalysts for increased accountability, 

responsiveness and inclusivity of the state and other service providers. Tilitonse Foundation is 

strategically positioned as a catalyst for CSO engagement in promoting and advocating for societal 

transformation through catalyzing more accountable, inclusive and responsive governance and 

development 

Overall Responsibility 

Reporting to the Fund and Finance Manager, the Accountant will be responsible for implementation 

of the organisation’s financial policy and direction and ensuring the financial records are maintained 

accurately and reports produced regularly in a timely manner. 

 

Key Responsibilities 

 Undertake all operational accounting transactions using the GMIS and FMIS systems in 

keeping with the Fund and Financial Management policy and procedures. 

 Generate and update the asset register and ensure that assets are valued appropriately.  

 Prepare bank reconciliation statements on a monthly basis and submit reports to the Fund 

and Finance Manager and updates cashbook on a daily basis. 

 Maintain accurate books of accounts and ensures that these are kept updated and 

reconciled at regular intervals. 

 Support Foundation team by participating in capacity assessment of potential Grant 

Partners and ensures that capacity needs related to financial management of the Grant 

Partners are clearly identifiable. 



 Assist Fund and Finance Manager prepare various financial statements and final financial 

status reports on quarterly and annual basis. 

 Check that grant disbursements are according to approved contracts and grant conditions. 

 Ensure that accurate records of all payments to Grant Partners are maintained and that they 

are accompanied by correct supporting documents including grant contracts for payments to 

Grant Partners. 

 Interface with Grant Partners for support and capacity development in financial 

management. 

 Manage petty cash and process all payments, statements of services rendered and 

expenses, travel requests for advance payments and retirements of the same. Conducts 

spot checks to ensure compliance with policy and procedures. 

 Procure goods and services in accordance with the Foundation’s policies and procedures, 

including sourcing, vetting and payments. 

 Assist the Fund and Finance Manager to prepare various reports to the CEO, the Board and 

to Development Partners as per reporting schedule. 

 Carry out any related tasks that the Fund and Finance Manager may reasonably request from 

time to time. 

Required Qualifications, Skills & competencies: 

 Minimum a Bachelor’s degree in accountancy, Finance or any related field obtained from an 

accredited University 

 CPA/ACCA /CIMA, MBA or equivalent  

 Must be a member of ICAM; 

 Must be a self-starter with strong numeracy and analytical skills; 

 Must be a team player with a high level of interpersonal and leadership skills; 

 Must have the ability to manage staff effectively; 

 Must be able to work under pressure according to tight deadlines; 

 Must have at least 5 years’ experience in accounting and finance 

 Experience in working with a grant making organization is a plus. 

 

 


