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TERMS OF REFERENCE (TOR)
Position Title: Assistant Accountant Officer
Organization: United Nations Association of Tanzania (UNA Tanzania)
Duty Station: Dar es Salaam, Tanzania (with occasional travel to project sites as required)
Reports to: Finance and Administration Manager / Executive Director
Contract Type: Full-Time
Contract Duration: One year renewable based on performance and funding availability
1. Background
United Nations Association of Tanzania (UNA Tanzania) is a non-governmental organization committed to promoting sustainable development, youth empowerment, gender equality, peacebuilding, climate action, governance, and human rights in Tanzania. UNA Tanzania works closely with government institutions, development partners, civil society organizations, and communities to implement impactful programs across the country.
To strengthen financial accountability, compliance, and efficient resource management, UNA Tanzania seeks to recruit a qualified and motivated Accountant to support day-to-day financial operations and ensure sound financial management systems.
2. Purpose of the Position
The accountant will be responsible for managing accounting records, processing financial transactions, preparing financial reports, supporting budgeting processes, ensuring compliance with donor and statutory requirements, and contributing to strong internal controls within UNA Tanzania.



3. Key Duties and Responsibilities
The accountant shall perform, but not be limited to, the following duties:
Financial Management and Accounting
* Maintain accurate and up-to-date accounting records in line with accepted accounting standards.
* Prepare journal entries, ledgers, reconciliations, and monthly trial balances.
* Manage accounts payable and accounts receivable functions.
* Process payments, staff advances, reimbursements, and retirement of imprests.
* Ensure proper filing and documentation of all financial transactions.
* Maintain fixed asset register and monitor asset movement.
Budgeting and Financial Reporting
* Assist in preparation of annual organizational budgets and project budgets.
* Monitor budget utilization and provide variance analysis reports.
* Prepare monthly, quarterly, and annual financial reports.
* Support preparation of donor financial reports in accordance with grant requirements.
* Provide financial data for management decision-making.
Compliance and Internal Controls
* Ensure compliance with Tanzanian tax laws, labor laws, and statutory obligations.
* Prepare and submit PAYE, SDL, NSSF, WCF, VAT, and other statutory returns on time.
* Ensure compliance with donor regulations, procurement procedures, and internal policies.
* Support implementation and strengthening of internal control systems.
Audit Support
* Prepare schedules and documents required for internal and external audits.
* Respond to audit queries and implement recommendations.
* Support project audits and donor financial verifications.
Cash and Bank Management
* Prepare bank reconciliations monthly.
* Monitor cash flow and advise management on liquidity needs.
* Maintain petty cash records and conduct regular reconciliations.
* Liaise with banks on organizational financial matters.
Administrative Support
* Support procurement and contract payment processing.
* Participate in finance-related trainings and organizational planning meetings.
* Perform any other duties assigned by the supervisor.
4. Required Qualifications and Experience
* Bachelor’s Degree in Accounting, Finance, Commerce, or related field.
* CPA (T), ACCA, or equivalent professional qualification is an added advantage.
* Minimum of 3 years relevant work experience in accounting or finance, preferably in NGOs or donor-funded projects.
* Experience managing grants from development partners is desirable.
* Strong understanding of Tanzanian financial regulations and tax compliance.
* Proficiency in accounting software such as QuickBooks, Tally, Sage, or similar systems.
* Advanced skills in Microsoft Excel and financial reporting tools.
5. Competencies and Skills
* High level of integrity, professionalism, and confidentiality.
* Strong analytical and numerical skills.
* Excellent organizational and time management skills.
* Attention to detail and accuracy.
* Ability to work under pressure and meet deadlines.
* Good communication and interpersonal skills.
* Ability to work independently and in a team environment.
6. Key Performance Indicators (KPIs)
* Timely preparation of monthly and donor financial reports.
* Accurate bookkeeping and reconciliations.
* Zero major audit queries attributable to accounting errors.
* Timely statutory submissions and tax compliance.
* Efficient budget tracking and expenditure monitoring.
7. Duration and Conditions
The contract will be for an initial period of twelve months, renewable subject to satisfactory performance, funding availability, and organizational needs.
8. Application Procedure
Interested candidates should submit:
* Cover letter
* Updated Curriculum Vitae (CV)
Applications should be sent to:
Executive Director
United Nations Association of Tanzania (UNA Tanzania)
Dar es Salaam, Tanzania
Email: info@una.or.tz
Only shortlisted candidates will be contacted.
9. Equal Opportunity Statement
UNA Tanzania is an equal opportunity employer. Women, youth, and persons with disabilities are strongly encouraged to apply.
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