CURRICULUM VITAE

Andrew K. Moriba

30 J-Quarters, Off Mattru Road, Njagboima Section, Bo
Mobile: 076-789309 / 030-351278 (WhatsApp)

Email: andrewkmoriba@gmail.com
Personal Profile Statement  

A well experienced, motivated and responsible graduate in Finance & Accounting from the Institute of Advanced Management and Technology (IAMTECH) now University of Management and Technology (UNIMTECH) seeking for job in the area of Finance and Administration which will utilize the professional and technical skills developed through past work experiences in this field. Have the ability to work independently with minimal supervision including good interpersonal working relationship with a strong drive to see things through to completion in a timely fashion. Highly focused, diligent, hardworking, committed and with integrity to produce good result. Has been and continue to responsible for the correct financial and administrative management processes for projects implemented. These include providing supervision to finance team in accountancy and bookkeeping, internal audits, procurement and tendering processes, staff salary payments and routine office management tasks. Also give support and supervise the preparation of monthly financial reports and supporting documents such as bank statements, receipts, invoices, bank reconciliations etc. in the most efficient and timely manner and report directly to donor partners. 
Achievements

· Independently managed FAWE Sub-Office in Kambia in the area of Finance, Logistics, and Administration with minimal supervision from head office and report directly to donor partners for well over six years.
· Developed strategies and approaches suitable for finance, logistics & administration at the FAWE Kambia District office including policy implementation guidelines and ensure it setting up for effective implementation.
· Coordinate the 2019 and 2020 organisational audits with Audito firms at FAWE head office in Freetown. 
Education
2013 to 2018:
BSc Accounting & Finance (Second Division) - Institute of Advanced 
Management and Technology (IAMTECH) now University of Management 
and Technology (UNIMTEC)
Relevant Modules:

Cost Accounting, Financial Accounting, Management Accounting, Financial Reporting, Audit, Taxation, Business Ethics, Business Law, Entrepreneurship, Strategic Planning, Public Finance, Business Mathematics, Research Method.
1991 – 1993:
Southern Agro-Industrial Development Associates Center (SAIDAC), Bo
Relevant Modules:

Accounting, Commerce, English Language, Business Mathematics, Statistics, Data Processing, Word Processing, MS – DOS, Business Management, Spread Sheet, Project Writing.
June 1999:  St. Helena Secondary School, Freetown

· 8 GCE ’O’ Level – Second Division

1981 – 1986:  Bo Commercial Secondary, School, Bo

· GCE ‘O’ Level – Third Division

Employment
August 2022 to Date:
Catholic Relief Services (CRS) Kabala – FINANCE OFFICER
· Writing all disbursement and receipt vouchers

· To provide support and training for colleagues as appropriate, contribute to improve project compliance objective.

· Ensuring all cash disbursement requests are processed within 2 days of receipt

· Ensuring the proper codification of all transactions

· Entering all vouchers in the excel template daily and send the template to Freetown weekly

· Checking and verify petty cash transactions for reimbursement 

· Deducting and reconciling withholding taxes

· Compiling the consolidated receipts and payments reports and cash request reports monthly for dispatch to Freetown within 4 days

· Receiving and recording all cash summited to the office on a daily basis

· Collecting and banking all cash/cheque receipts within 24 hours

· Writing and issuing out cheque

· Updating the cash receipt and cheque disbursement ledgers on a daily basis 

· Interacting with bank for details of transactions and bank statements

· Updating cash balances for all CRS accounts daily to ensure that none is overdraw

· Ensure that project expenses are monitored against the project budgets, time liquidation of project and other advances per CRS policy and follow up on delayed advances liquidations

· Accompany project officers on project visits and assists them in the review of the advance liquidation and liquidation systems applied by the partners

· Any other duties that may be assigned by the head of finance or area manager.

June 2020 to Sept. 2022:
Forum for African Women Educationalists (FAWE) Sierra Leone 
Chapter ACTING FINANCE AND ADMIN MANAGER

· Serve as Technical head of the organization’s finance and administration team and support/review project proposal budgets developed by programme unit leaders.
· Provide financial guidance in the management of all financial transactions that occurs on daily basis and responsible for donor reporting.
· Review monthly /quarterly annual financial report of all projects and also prepare and submit annual consolidated finance and administration report to the National Coordinator.
· Review the variance report by monitoring of actual expenditure against budgets to avoid overspending and ensuring that all proposed expenditures are within the budget limits and also ensure and review the preparation on a monthly basis all cashbooks and bank reconciliation statements.
· Provide information to queries arising from internal and external audit report.
· Authorize all expenditure requests irrespective of the amount.
· Undertake detailed checking of the monthly payroll.
· Ensure that all taxes are deducted in compliance with the tax law of Sierra Leone and payment made to the commissioner of income tax promptly and also ensure that NASSIT deductions are made in compliance with the labours laws of Sierra Leone and payment effected to the Director-General of NASSIT promptly.
· Regular review of the office filling systems.
· Participate in staff recruitment, promotion, capacity building, transfer review of terms and conditions of employment, etc. and responsible for the preparation of staff employment contracts.
· Preparation of contractual agreements for the supply of goods and services.
· To undertake ad-hoc tasks as may be directed by National Coordinator.
Feb 2012 to May 2020:
Forum for African Women Educationalists (FAWE) Sierra Leone 
Chapter FINANCE & LOGISTICS OFFICER 
· Managed all administrative support activities for FAWE sub-office in Kambia including Finance, HR and Administration. 

· Responsible for all financial management tasks, including accountancy and bookkeeping, payment of staff salary and reporting for budgets ranging from $800,000 – $1,000,000 in size. 
· Directed all grant reporting, compliance and administrative duties for grants from DFID, UNICEF, Jersey Overseas Aid and Vitol Foundation. 

· Managed all logistic and support functions for Kambia office including procurement and tendering processes.
· Responsible for the preparation of all income and payment vouchers including cheques for all income and expenditure transactions in a timely manner and also file all correspondences with regard finance.
· Ensures that receipts are provided for all expenses incurred and are attached to the respective payment vouchers and neatly filed accordingly.
· Responsible for the preparation and updating of fixed asset register.

· Management of the office petty cash account on daily basis
· Preparation of monthly payroll and payment of staff salaries

· Received and thoroughly check all floats retired by field staff to ensure their appropriate correctness before filing.

· Closely work with the Programme Manager and Project Officer in the development of project proposals and budgets.

· Work closely with the expatriate team, Programme Manager and Project Officer during budget review.
· Responsible for donor reporting.
· Line-managed office assistant, security guards and support staffs, as well as overseeing HR management, payroll, attendance of project team. 

From Sept - 2008 to Jan. 2012:
   Rehabilitation And Development Agency in Sierra Lone 
   (RADA-SL), Bo
 ADMINISTRATION OFFICER and ADMIN & IT OFFICER.
Summary of responsibilities in these two roles;
· Provide administrative and logistics support to the organization such as office management, procurement, fleet management, etc. and also provide additional support to the Programme and Finance teams as and when required.

· Provide IT support services to the organization. This includes overseeing the proper use of all office computers, photocopy machines, etc.; assist staff on the use of computers and train them where necessary; facilitate the repairs and maintenance of computers and accessories with retained technician. Also responsible for backing up of files.
· Responsible for HR activities and serves as a replacement whenever a Finance Officer is on leave and also undertake ad-hoc tasks from time to time as may be directed by Line Management.
May 2008 to August 2008:
Community Empowerment and Development Agency
(CEDA), Bo - CASHIER
· Undertakes cashiering activities such as accepting cash payments from CEDA clients during working days; reconcile all cash amounts with cashbook and match with the accounting ledger on a daily basis.

· Deposit cash in CEDA’s account at servicing bank; assist the Branch Accountant with data entry of repayment information as needed;
· Report to the Branch Manager of cash balance on daily basis; maintain filing and documentation as necessary.
· Writing of disbursement vouchers and cheques during disbursement of loans to clients and preparation of monthly payroll, vouchers, and payment of staff salaries.
Dec. 1997 to Dec. 2002: Council of Churches in Sierra Leone Relief & Rehabilitation 



  Department (CCSL R & R Dept.), Bo
POSITIONS ATTAINED:
COMPUTER OPERATOR – December, 1997 to October 1999; OFFICE SUPERVISOR - November, 1999 to September, 2001; ADMINISTRATIVE ASSISTANT - October, 2001 to December, 2001; ADMINISTRATION OFFICER - January, 2002 to December, 2002.
Summary of responsibilities during period under review:

· Responsible for inputting and processing of data obtained from the field during needs assessment and registration and typing of reports and other correspondences and assist the logistics team in the preparation of WFP claims and also the Stores Officer in the preparation of stores report.

· Responsible for general office administration such as handling and filing of all correspondence, recording and inputting of relevant administrative data, and all travel bookings (accommodation and flight) for local and expatriate staffs. 
· Work with the Finance & Admin Manager in preparing annual budget and cash flows on spreadsheet, generally provide support to the programme, finance and logistics teams as and when required and also maintain and control office Stationery.
· Undertakes HR activities such as the management of staff confidential files, work with the Admin & Finance Manager in the recruitment process and supervises the Secretaries, Radio Operator, Office Attendant and Security Guards.

· Responsible for the upkeep of the office – good lightening system, furniture, machinery, utilities, communication system, etc.
Aug 1993 to April 1996:    Action Contre La Faim (ACF), Kenema and Bo Cities respectively 



     ADMINISTRATIVE ASSISTANT
· Undertakes routine office management task - serving as first point of contact within the office and incoming calls and reception, management of incoming and outgoing posts, filing of administration correspondences, maintain supplies of consumables (e.g. tea, coffee, toilet rows, stamps, etc.), maintain and control office stationery.
· Monitor contractual documents for housing, warehouse, vehicles, office, etc.
· Manages all HR activities and act as head of office in the absence of expatriate staff.
· Responsible for the financial, administrative and logistics management processes - accountancy and bookkeeping, procurement, staff salary payments, preparation of monthly financial reports and supporting documents such as bank statements, receipts, invoices and bank reconciliations and report directly to Head of Mission.
Key Competencies and Skills
· Financial Management: Can manage an organisation’s finances in a more efficient and effective way that allows it to be successful and in compliant with regulations.
· Planning: Play a responsive role in planning, forecasting and also provide rapid input to challenging decisions.

· Stewardship: Have the ability of preserving the organization’s assets and minimizing risk as well as providing the information for important internal financial and management accounting reporting.
· Leadership & Management: Management and leadership are important for effective delivery. As a Leader, has the vision of what can be achieved and to communicate this to others and evolve strategies for realizing the vision. Has the ability to motivate people and able to negotiate for resources and other support to achieve their goals.
· Taxation: Always ensure that all taxes are deducted in compliance with the tax law of Sierra Leone and payment made to the commissioner of income tax promptly and also ensure that NASSIT deductions are made in compliance with the labours laws of Sierra Leone and payment effected to the Director-General of NASSIT.

· Computer/IT:  Proficient in the use of computers and its related software packages (MS Word, Excel, PowerPoint, etc.) including quick books financial software.
· Hold valid driving license.
Hobbies and Interest

· Enjoy watching soccer, reading and socializing with friends and families. 
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