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JOB DESCRIPTION
IDENTIFICATION
1.1 Job title Management Accountant
Reporting to Financial Controller
1.2 Function Finance
1.3 Physical Location Wilson Airport, Nairobi
MAIN PURPOSEOFJOB

The key function of this role is to analyse financial information and implement
effective strategies to enhance overall business performance.

The management accountant will also understand the business inside out
and lead in budgetary control and business analysis.

The Management Accountant will oversee the centralized purchasing
function for obtaining all goods and services requested by all departments
and ensure procurement is timely, competitive and of the required quality
and quantity.

REPORTING RELATIONSHIPS

Chief Executive
Officer

Financial
Controller
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4.0 SCOPEOFJOB

4.1, PERSONNEL
PERSONNELREPORTING TO THE JOB HOLDER REPORTING DIRECTLY OR THROUGH
N/A N/A

1

4.2. OTHER RESOURCES (in your custody)
i. Responsibility over assets: The office, office equipment,

ii. Responsibility over data or information: Has access to confidential company data

and intelligence.

5. PRINCIPAL RESPONSIBILITIES

KEY MAIN TASKS

RESPONSIBILITIES

EXTENT OF
DISCRETION

Procurement °

management

Receiving all the requisitions for purchase of goods
and services from all the departments via the
Microsoft Dynamics Nav ERP system.

Ensuring the requisitions are authorized as per the
authorization mandate and that there is a budgetary
allocation for the purchase.

Reviewing the request and where more information
is required consults with the requisitioner for better
understanding especially for technical purchases.
Sourcing for quotes from different suppliers and
prepares a Comparative Quotes Analysis and picks
the most competitive supplier in terms of price while
keeping an eye on quality and on the technical and
financial capability of the supplier to deliver.
Preparing the LPO to the chosen supplier and
presents forapproval as perthe authorization matrix.
Where applicable leadingthe preparation and signing
off of contracts with vendors.

Creating vendorsin the Microsoft Dynamics Nav ERP
system and makes sure they all satisfy the stipulated
criteria.

Maintaining and keeping updated the supplier list.
Negotiating with the suppliers on prices and the
best payment terms and discounts.

Ensures procurement processes flow smoothly.

Full

Receiving &|eo

Payments Support

Monitoring the delivery of all goods and services to
ensure that items are delivered timely and as per
orders and advises user departments of any
deviation.

Receivingandrecords in the Microsoft Dynamics Nav
ERP system the receipt of all ordered goods and
services and raises the Goods Received Note (GRN).
Receiving invoices, delivery notes and other
payments’ support documents from vendors and
forwards to the payable’s accountants for processing
per the payment terms.

Full
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KEY
RESPONSIBILITIES

MAIN TASKS

EXTENT OF
DISCRETION

Keeping track of critical pending bills / payments and
makes follow ups for payment to avoid disruption on
service delivery.

Ensurring that contractual obligations to
suppliers are met at mutually beneficial terms
both to the company & to the supplier.

Filing and

Reporting

Acting as the custodian of all vendor/supplier
contracts and or agreements.

Analyzing and reports on all open LPOs and creates a
monthly list of all accruals to be booked in the books
of account.

Preparing monthly reports that touch on
procurement as guided by the supervisor

Full

Control, Processes
and Procedures

Proactively looks for ways to do things more
efficiently and ways of saving on costs and
advises the management accordingly.

Ensuring that all the control procedures set for
the procurement process are always adhered to
and reports any deviation to the supervisor.
Ensuring that there are sufficient stocks of
medical and other consumables to mitigate
against stock out.

Full

Budgetary control
and Business
Analysis

Ensuring company spending is within the
approved budgetlimits.

Responsible for communicating with
management about budget issues concerning
their functions / departments.

Champions the uptake and usage of the Microsoft
Dynamics Nav (Navision System) as the sole
channel for procurement and claims processing.
With deep understanding of the business, links
operational performance with financial results.
Preparing the monthly companywide dashboard.
Proactively looks for ways to better optimize
company resources usage and cost management. Act
as the link between Finance and operations
departments.

Performs financial modelling for decision support
across the company

In liaison with
supervisor

6. Qualifications
e Bachelor’s degree in Business Administration, Accounting or related course
e Certified Public Accountant (K)
e Advanced MS Excel skills

6.1 Preferred Experience and Knowledge

e Minimum of 5 years’ work experience in a similar or equivalent role

¢ Significant experience in or knowledge of commercial enterprise preferably in
the aviation or medical industry

e Experience with financial modelling and/or business analysis
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Experience working with Microsoft Dynamics Nav will be an added
advantage
Knowledge of procurement process, policy and system is an added
advantage.

6.2 Skills and competencies

Good negotiation skills

Excellent verbal and written communication skills

Excellent interpersonal skills

Ability to exude high level of honesty, integrity and confidentiality

Ability to exercise sound judgment

Ability to work within and in a team

Ability to apply sound commercial acumen and natural curiosity of why
things happen astheydo

Natural pro-activeness and a self-driven attitude

Ability to multi-task and work under pressure to meet deadline and
deliver desirable results

High attention to detail

7. ENVIRONMENTAL CONDITIONS

The job is carried out in an office environment

7.1 HOURS

AFD has a 24-hour environment due to nature of operations.

8. ACKNOWLEDGMENT AND SIGN OFF

ACKNOWLEDGEMENT AND SIGN OFF

We have carefully reviewed this Job Description and we are both satisfied that it fully and accurately
describes the requirements of the position.

Manager’s name Job Holder’s name HR Manager’s name

Manager’s signature Job Holder’s signature HR Manager’s signature
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