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Finance Officer Nigeria 
January 2022 

 

LOCATION: Abuja, Nigeria 
 

SALARY AND BENEFITS: £ 1500 (Inclusive) 
 
 

CONTRACT: Until 30th June 2022 (subject to renewal) 
 
HOURS: Full Time 
 

This is a Nigeria based role; therefore, applicants should only apply if they are eligible to 

work in Nigeria. 

 

 

 
Westminster Foundation for Democracy’s (WFD) established purpose is to assist, support 
and encourage the peaceable establishment and development of pluralistic democratic 
practice and political institutions. We achieve this purpose. We achieve this purpose by 

offering the following services across our global network:  

1. Specialist analysis, research, and advice to inform policy makers on a range of 
democratic governance issues. 

2. High quality and impactful programmes that directly support the full spectrum of 
institutions in political systems to develop inclusive political processes, more 
accountable political systems, protection of rights and freedoms, and more 
pluralistic societies; and 

3. International elections observation on behalf of the UK.  
 

Every member of WFD’s staff contributes either directly or indirectly to the services we 
provide. Regardless of the role, team or location, we are all working toward the same goal.  

 

 

ROLE OVERVIEW 

 

The Finance Officer (FO) Nigeria will play a critical role in assisting WFD’s Nigeria office to 

meet the objectives of all WFD Nigeria programmes and ensure an accountable and 

accurate approach.  

 

This role is responsible for the accurate and efficient management of financial procedures 

and for ensuring excellent communication on, and co-ordination of, these requirements with 

stakeholders (for example stakeholders in Parliament, political parties, FCDO, WFD 

colleagues in the UK and overseas). As a small team, the FO will also be required to support 

the Country Representative in logistical and administrative tasks and in the delivery of 

programme activities as required. The FO is therefore expected to be able to work on a 

variety of tasks, be flexible and possess good time management and prioritisation skills. 

 

 

The Finance Officer is part of WFD’s Africa team. 
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The duties and responsibilities below set out how this role contributes to WFD’s 
organisational strategy and core priorities1: 

 

DUTIES AND RESPONSIBILITIES 

1) Policy and Programme Management   

Programme Design and Development 
Programme Implementation and Delivery 
Programme Quality and Assurance 
Stakeholder Relations 
Research and Thought Leadership 
 

Programme Support 

• Provide logistical support to programme activities such as booking venues, flights, 
transport, accommodation and organising catering, etc. 

• Work closely with the London office to provide support for visits to and from the UK and 
other countries outside of Nigeria 

• Assist the Country Representative during events to ensure activities run smoothly 

• Ensure accurate filing of programme documents in paper form and online via SharePoint 

• Support local partners and subcontractors to adhere to WFD policies and procedures 
 

2) Resource Management  

 

Financial administration for all Nigeria programmes: 

• Manage multiple programme budgets from different donors/funders 

• Assist with the preparation of programme budgets  

• Advise Country Representative and London staff on forecasts and provide accurate 

expenditure and variance analysis   

• Raise payments and process invoices and bills on time relating to the programmes and 

in line with WFD policy 

• Produce monthly expenditure reports and monitor expenditure regularly with the budget 

lines 

• Prepare monthly programmes reconciliation and forecast  

• Prepare quarterly financial reports in line with donor requirements 

• Process local income and expenditure and input all transactions onto Business Central 

online accounting system (or other systems as required) 

• Manage solely and responsibly the day-to-day financials and transactional processing, 

including office petty cash and bank account 

• Complete daily, weekly, monthly and yearly bank reconciliations 

• Prepare monthly accruals 

• Prepare and analyse local cash flow – funds cash requests to WFD headquarters, petty 
cash etc. 

 
1 This list is not exhaustive, and duties and responsibilities may evolve to meet the requirements of the role and 

remain aligned to WFD organisational strategy and core priorities   



 
 

3 | P a g e  
 

• Support local partners and subcontractors to adhere to WFD policies and procedures 

• Be responsible for the thorough and accurate filing and recording of financial documents 
across all programmes 

• Ensure financial documents are correctly and accurately coded, recorded and filed and 
stored both hard and soft copy (on SharePoint), and in line with donor requirements (and 
data sensitivity)  

• Work closely with WFD payroll service provider to facilitate payment of statutorily 
obligated payments and remissions, for WFD and its staff, including withholding taxes, 
Pension, National Housing Funds, PAYE, etc. 

• Preparation of appropriate documents for internal and external audits, programme and 
organisational.  

  

Business Development 

• Assist with the preparation of programme budgets for business development purposes for 

different donors/funders 

• Assist with the financial set up of new programmes 

 

Reporting 

• Provide timely financial reports and ensure an up-to-date filing system for all 
programmes: capture expenditure, report against budget and provide accurate financial 
reports and reconciliation with Sage 

• Support local partners and subcontractors to adhere to WFD policies and procedures re. 
reporting 

 
Office management  

• Liaise with programme suppliers and service providers, as required 

• Apply the procurement process consistent with WFD policy and Value for Money (VFM) 
principles 

• Ensure documents and files are accessible and properly filed in paper form and online 
using SharePoint 

• Order office stationery and supplies, as necessary 

• Maintain the office asset register 

• Keep and regularly update suppliers’ records 
 

3) People, Culture and Operations  

Risk Management  

• To maintain an understanding and awareness of WFD’s risk management policy and 
procedures and to report any actual or potential incidence where WFD could be 
operating outside its ‘risk appetite’. 

• Proactively review and identify any potential issues which would interfere with the 
reporting requirements and/or WFD compliance standards and take appropriate action to 
resolve them. 

 

4) Leadership and Engagement 

Participation in organisational leadership (i.e., consultation, feedback, change programmes, 

etc.) 
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Person Specification 
 
The Finance Officer is required to demonstrate the following competencies 

 
Skills, Experience and Knowledge 

 

Essential 

• University Degree, CPA or M.com or ACCA, ICAN, Master’s degree in related field is 
preferred 

• Experience of, and excellent abilities in, accountancy and financial administration 
including management of cash flows, balance sheets, sizeable budgets (planning, 
monitoring and reporting)  

• At least 3-5 years’ experience in Financial Management, Finance system, policies and 
procedures, preferably experience in working with INGO’s.  

• Experience of using accounting packages. Proficient in working with Microsoft Office (MS 
Excel, Word, Outlook, Business Central) 

• Knowledge of project management methodologies and how to integrate good financial 
management into good project management 

• Good command of spoken and written English 

• Excellent organisational skills and the ability to work in a changing environment 
 
Desirable 

• Experience of supporting multiple programmes and budgets simultaneously 

• Experience working on programme budgets from a range of donors, such as EU, DFID, 
UN, GIZ 

• Experience of procurement 

• Knowledge of the Westminster Parliamentary system and Political Parties, UK and 
international funding institutions and donor agencies 

 
 

 

 

 

 

WFD’s Competency and Skills Framework 

WFD’s competency and skills framework describes the behaviours required for each 

position. This position provides a Support function within the organisation, candidates 

applying for this position will be assessed at interview against the competencies relevant for 

a Support Level position. For more information about the WFD’s Competency and Skills 

Framework please visit www.wfd.org. 

 

http://www.wfd.org/

