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Application Form

For the post of: FINANCE OFFICER
Please complete the form below and insert additional rows if necessary to give a full answer.  Please use a font size no smaller than 11 points.
1. Personal Details

	Mr/Mrs/Miss/Ms
	

	Surname:
	

	Forename(s):
	

	Date of Birth:
	

	Home Address:
	

	Telephone No (Home):
	

	Telephone No (Mob):
	

	Email:
	

	Nationality:
	


2. Education and Training

Please give full details of educational qualifications including grades obtained for further / higher education. 
	Dates Obtained
	Qualifications Gained and Institution

	
	

	
	

	
	

	
	

	
	


3. Employment Experience

Please give details below of previous and / or current positions, including any consultancy contracts, particularly those most relevant to the position you are applying, beginning with your most recent appointment.
	Employer 

(Name and Address)
	

	Duration of Appointment 

(state dates)
	

	Position Held
	

	Description of Duties and Responsibilities
	

	Salary (inc. summary of benefits)
	

	Reason for leaving
	


	Employer 

(Name and Address)
	

	Duration of Appointment 

(state dates)
	

	Position Held
	

	Description of Duties and Responsibilities
	

	Salary (inc. summary of benefits)
	

	Reason for leaving
	


	Employer 

(Name and Address)
	

	Duration of Appointment 

(state dates)
	

	Position Held
	

	Description of Duties and Responsibilities
	

	Salary (inc. summary of benefits)
	

	Reason for leaving
	


<< Add additional tables as required >>
4.
Additional Qualifications 

Please give details of any other training or qualifications you have received relevant to this post.
5. 
Personal Skills
Please provide evidence of your ability to fulfil the roles and responsibilities of this position as outlined in the Job Description by responding to the questions below. It is important to provide examples that demonstrate your skills, knowledge and experience and your personal role in your responses. Please keep responses focused and summarized.
	a.      Elaborate your ability in maintaining, up-keeping and reporting on organizational financial accounts (also referring to experience of accounting software where applicable):



	b.      Summarize your experience in ensuring high standard of transparency and accountability of financial transactions across an organization: 



	c.      Outline your experience of working with partners (Sub grantees) in ensuring quality reporting across different donor requirements for finance procedures and accountabilities:




	d.      Describe your experience in working in a team to accomplish various tasks in Finance and administration:




	e.      Outline your experience in statutory reporting describing the various monthly, quarterly and annual returns that you have worked on: 



	f.      What necessary competencies and qualities would the Finance officer need to demonstrate in their role regarding safeguarding and promoting welfare of children: 



6. Information Technology Skills

Describe computer / IT skills you have.
7. Language

Please note your language proficiency with a tick in relevant box.

	Language
	Excellent
	Good
	Weak

	Swahili – spoken
	
	
	

	Swahili – written
	
	
	

	English – spoken
	
	
	

	English – written
	
	
	

	Other (only where relevant, and please state language)
	
	
	


8. General Information
Give a general outline of other skills, activities and interests that you feel may be of relevance to this position: 
9. If appointed, when could you take up this position?

10.  Do you have any spent or unspent criminal convictions? Yes [  ]   No [  ]

11. Referees

Please give the names, addresses and occupations of two referees who may be contacted to support your application for this position, one of which must be from your most recent or current employer, ideally line manager or director level (they will only be contacted with your permission (see below).
	Referee #1 (Existing/most recent employer) 
	Referee #2 (Other)

	Referee Name: 

Organisation/Address: 

Telephone number: 

E-mail address: 

Referee Job title: 

In what capacity do you know him/her: 

Can we contact this reference in advance of interview if shortlisted?  Yes [  ]     No [   ]


	Referee Name: 

Organisation/Address : 

Telephone number: 

E-mail address: 

Referee Job title: 

In what capacity do you know him/her: 

Can we contact this reference in advance of interview if shortlisted?  Yes [  ]     No [   ]




	If any particulars given by you in this application are found to be false or if you deliberately leave out any relevant facts, any offer of employment may be withdrawn.  Alternatively, if you have already been appointed when the correct facts come to light you may be liable for dismissal.

I declare that the information I have given on this form is complete and accurate and that:  

· I am not barred or disqualified from working with vulnerable groups, children or young people;  

· I am not subject to any sanctions or conditions on my employment imposed by any regulatory bodies.
I DECLARE THAT TO THE BEST OF MY KNOWLEDGE AND BELIEF THE INFORMATION GIVEN ON THIS FORM IS CORRECT.

Signed:                                                           Date:   




	This Application Form (with any accompanying letters) should be returned by email to: recruitment@tecden.or.tz 
Please state in the subject field the title of the position: FINANCE OFFICER
The Deadline for submission is:  Sunday 19th February 2023
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