	 POSITION TITLE:     Accountant                                       GRADE:   II     

 DEPARTMENT:        Administrative Services                    STATUS: Exempt

OFFICE:                    Financial Affairs                            REVISED: 7/20/2022
REPORTS TO:          Chief Accountant 


Position Summary:

The purpose of the position is to ensure that funds coming in or going out of the purse of TPFH is properly taking care of. This person works diligently and closely in the financial office for a transparent and effective stewardship of the resources belonging to TPFH.  
Position Scope:

Department of Administrative Services; Office of the CEO; Department of Medical Services; State Ministry of Health; LGA department of Health; Other Departments of TPFS.   
Accountability:

Reports to the Chief Accountant
Provides Direction to:

None

Examples of Essential Job Functions:

1. Responsible for recording, accepting and reporting all payments/expenditure for TPFH.

2. Responsible for charging all medical/non-medical services provided in TPFH.
3. Responsible for all the physical/liquid assets of TPFH. 
4. Ensures proper, effective, transparent, and correct accounting system. Responsible for implementing fraud-proof accounting system.
5. Responsible for deposits/withdrawals of funds for TPFS from Banks and financial Institutions. With the approval of the Chief Accountant.
6. Responsible for ensuring the hospital is following and up to date with current government directives on financial business transactions. 
7. Other duties as assigned. 

Peripheral Functions:

1. Participate in staff gatherings and meetings. Also attend workshops on fiscal management for professional growth.

Qualification Guidelines:

1. Bachelor degree in banking and Finance, or in Business Management, or Marketing from an accredited institution.  
2. Experience working in financial institution or accounting role in a known organization.
3. Must exhibit honesty, transparency, ability to focus on task and carefully keep correct record. 
4. Experience in multitasking and working in an office setting with multiple people.
5. Some understanding of “Labor laws and policies.”

6. Understanding of ‘Stewardship style of management of funds. Understand church structure at local, regional, national and international levels.

7. Fluent in Ibo and English preferred.
8. Computer skills: Microsoft Word, Access, Publisher, Power Point, Excel, & Skype.
9. Must be available to work flexible hours.

Physical Requirements:

Standing, walking, sitting, lifting, carrying, pushing, pulling, climbing, stooping, kneeling, crouching, hearing, speaking, seeing, reaching, lifting heavy loads 30lbs. and repetitive arm/hand/finger movements.  
Employee signature: …………………………………………Date ……………….
Supervisor Signature: ………………………………………..Date ………………..

Coordinator HR Signature: …………………………………. Date………………….
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