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Job Title Deputy Director Finance Probation Period 3 months 

Location Nairobi No. of Direct Reports 4 

Reporting to Director Finance Budget Responsibilities 

(Y/N) 

Y 

 

Marie Stopes Kenya (MSK) has been operational in Kenya for 35 years. It is the largest provider of 

family planning services and offers life-saving and life-enhancing services to men and women of all 

ages through a range or sexual and reproductive health service through its own clinic outlets, 11 

Outreach teams, a Public Sector Support Programme, a network of franchise outlets and the marketing 

of RH commodities. In addition, MSK has a 24-bed nursing home in Nairobi.  

 

Marie Stopes has a vacancy of Deputy Director Finance. Reporting to the Director Finance, this role 

provides oversight and active support to the stewardship and use of our financial and non-financial 

assets in the achievement of agreed strategy and long-term financial sustainability.  

 

The role is a member of the Senior Management Team (SMT). The SMT members provide leadership 

and guidance to their individual teams and raise ideas and concerns arising through implementation to 

the Country Management Team. SMT members are accountable to their teams and to each other for the 

delivery of high-quality work according to agreed plans, effective line management of their teams, and 

clear communication up and down the organization for effective teamwork. S/He will be responsible 

for supervision of 4 Accountants in the Finance department. 

 

The primary responsibility of this role is to further MSK’s Goal: THE PREVENTION OF UNWANTED 

BIRTHS and its mission of ensuring the individual’s right to: CHILDREN BY CHOICE NOT 

CHANCE.  

 

It is a role requirement that the jobholder must fully comply with, promote and live the below MSK 

CORE VALUES: 

 

mission 

driven 

customer 

focused 

results 

orientated 
Pioneering sustainable 

people 

centered 

 

Key Responsibilities Measure 

 

1. Oversee Financial Management and Control 

 Oversight of all financial accounting activities and reporting 

 Responsible for the effective performance & control of all finance 

functions including cash receipts, billing, accounts receivables, 

cash disbursements and accounts payable, general ledger, bank 

reconciliations, cash flow and preparation of financial statements 

 Assist Programme Manager to monitor the allocation of donor 

restricted income and expenditure to ensure accuracy of donor 

 

 Accurate and 

timely recording 

and posting of data 

into financial 

system 

 All expenditure 

properly approved 
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reports 

 Monitor expenditure trends and provide timely advice and 

analysis of potential over or underspend to CMT and budget 

holders for appropriate decision making 

 Monitor fluctuations in foreign exchange to minimize the 

organization’s exposure to adverse movements 

by authorised 

personnel 

 Corrective action to 

address gaps taken 

timely 

 No avoidable forex 

losses 

2. Oversee External Financial Reporting and Statutory Audit 

 Oversee the preparation for the annual institutional audit and 

audit work papers 

 Develop audit TOR and organize engagement of external auditors 

 Review audit reports prepared and prepare management response 

to Management letter 

 Draw audit recommendations to management’s attention and 

ensure corrective action is taken in a timely fashion 

 Coordinate signing of audited accounts and circulate to relevant 

government authorities such as NGO Board, Kenya Revenue 

Authority, Companies Registry, Banks and donors 

 Ensure timely accurate preparation and submission of MSK 

monthly, quarterly, and annual financial reports to MSI according 

to agreed timetable 

 Assist Programme Manager to submit financial reports to donors 

in specified formats according to agreed timelines 

 

 Timely preparation for 

external audit 

 Accurate and timely 

financial reports 

prepared and delivered 

 Annual audit reports 

are unqualified 

 Timely filing of annual 

reports with relevant 

authorities and MSI 

 Accurate and timely 

filing of donor reports 

3. Oversee Implementation of Financial and Internal Control Systems 

 Design and implement systems of financial internal controls 

throughout the organization, maintain and develop policies and 

procedures for implementation 

 Minimise potential risk to MSK assets by continuously monitoring 

and improving standards as necessary 

 Ensure any changes in legislation or organizational structure are 

reflected without delays in in internal controls and systems 

 Oversee the use of financial software package SUN System 

 Provide SMT with creative ideas of minimising costs and 

maximising revenues 

 Manage investments, debtors, creditors and advances from donors 

and ensure to ensure proper recording and reconciliation 

 Report serious or inconsistent anomalies to Director Finance 

 
 

 Update financial policies 

and procedures manuals 

 Embed policies and 

procedures through 

proper staff induction 

and training  

 Control and monitor 

access rights to the 

financial system  

4. Coordinate Annual Budgeting Process 

 Undertake financial planning, leading the financial aspects of the 

annual business planning process and actively contribute to the 

strategic planning process 

 Monitor the annual budget in line with business and strategic 

plans 

 Provide regular, timely and necessary information to the CMT to 

guide and support decision making 

 

 Accurate, realistic, 

comprehensive annual 

budgets compiled and 

delivered 

 Monthly comparative 

and variance reports 

delivered for decision 
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 Prepare and present annual cash flow projections, ensure monthly 

monitoring to ensure adequate funds are available for program 

needs 

 Assist Programme Manager to ensure budget proposals to donors 

maximise contributions to overheads 

 

making 

 Realistic project budgets 

that include accurate 

overhead costs as 

required 

 Adequate funds 

available for program 

operations 

5. Team Leadership for the Finance Department 

 Performance management of MSK finance staff including 

recruitment, induction, appraisal, discipline and motivation in 

line with MSK policies and procedures 

 Ensure that skill requirements are identified, and team members 

receive appropriate training and development 

 Manage overall work process of the finance unit by ensuring 

effective work assignments, supervision, and development to 

ensure availability of competent and well-motivated staff 

 

 

 Annual team objectives 

agreed in line with 

Business plan 

 High performing and 

motivated team 

Other Duties 

 Develop and maintain contacts with banks, development partners and other NGOs 

 Represents MSK at meetings with external development partners as needed 

 Act as Director Finance during his/her absence 

 

Knowledge skills and attitude 

Qualifications: 

 Bachelor’s Degree in Finance or related fields from a recognized institution of higher learning 

 Professional certification – CPA (K) or equivalent 

Skills and Experience: 

 Minimum of 7 years’ progressive work experience in an INGO in a position of financial 

management required 

 Experience working with ERP system 

 Private sector experience is desirable 

 Knowledge of donor rules and regulations 

 Excellent IT skills 

 Strong organizational skills 

 Ability to influence and communicate effectively 

Behaviours and Values: 
 

Successful performance at MSK is not simply defined in terms of ‘what’ people achieve, but equally 

is about ‘how’ people go about their jobs and the impact that they have on others.  

 

Work as  One 

MSK 

You contribute, use, and share accurate data and evidence to improve 

understanding, insight and decision-making across MSK, enabling us to 

maximize our ability to influence others. 
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You share relevant knowledge, expertise and resources to strengthen 

teamwork and prevent duplication of effort. 

You actively work as part of a team, providing support and flexibility to 

colleagues, demonstrating fairness, understanding and respect for all 

people and cultures. 

Show courage, 

authenticity and 

integrity 

You hold yourself accountable for the decisions you make and the 

behaviors you demonstrate. 

You are courageous in challenging others and taking appropriate managed 

risks. 

Develop  and 

grow 

You seek feedback to enable greater self-awareness and provide the same to 

others in a way which inspires them to be even more effective. 

You manage your career development including keeping your knowledge 

and skills up to date. 

Deliver 

excellence, 

always 

You strive to consistently meet and exceed expectations, putting clients at 

the centre of everything, and implement smarter, more efficient ways of 

performing your role. 

You build and maintain effective long-term working relationships with all 

stakeholders, and are a true MSK ambassador. 

Leadership                 

You inspire individuals and teams, through situational leadership, 

providing clear direction. 

You seek and provide opportunities which motivate team members, 

helping to develop skills and potential whilst strengthening our talent and 

succession pipeline.  

You are aware of emerging developments in our sector, demonstrating 

strategic insight about our clients and business and encourage this in your 

team.  

You articulate a vision of the future which inspires and excites others. 
 

 
 
How to Apply 
 

Suitable and qualified candidates should email one document combining an application letter and CV 

to pd@mariestopes.or.ke on or before 11th January 2021. The subject of the email should read Deputy 

Director Finance. Do not attach certificates and testimonials. Marie Stopes Kenya is an equal 

opportunity employer with zero tolerance to fraud and bribery. The successful candidate must adhere 

to MSK’s safeguarding policies. Only shortlisted candidates will be contacted.  

 

mailto:pd@mariestopes.or.ke

