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JOB DESCRIPTION 
 

Position: Finance Manager 

Location: Cape Town, South Africa 

Date: 17th January 2008 

Reporting To: Head of Finance (USA) 

Department: Finance & Administration Department 

Responsible For: Accounting, Senior Accountant 

Main Purpose of Post: 1. To assist the VP Finance in the financial management and control of the 
Clickatell Group of companies and its subsidiaries. 

2. To manage and provide leadership to the Finance operations team 
ensuring it produces timely, accurate and useful financial information and 
provides support to operational managers. 

3. Responsible for annual budget process of designated subsidiaries. 
4. Responsible for audit process and preparation within the designated 

subsidiaries/regions. 
5. Support regional sales organisations (revenue tracking, recognition, 

contracts). 
6. To deputise for the VP Finance if and when required. 

Key Tasks:  

Financial Planning & 
Reporting: 

1. Through the line management of the Head of Accounting and Senior 
Accountant provide the VP of Finance and senior managers with timely 
and accurate financial information including recommendations for 
corrective action when required. 

2. To manage the annual budget process ensuring the timetable is met and 
a culture of continuous improvement and development is an integral part 
of the process. 

3. To ensure periodic forecasts are produced and to monitor performance 
against forecast providing the necessary support to budget holders to 
enable them to take responsibility for their budgets. 

4. To ensure that quarterly forecasts are produced with supporting analysis 
of funds. 

5. To ensure the production and maintenance of sophisticated and flexible 
financial models to support business planning. 

6. To ensure rolling twelve month cashflow forecasts are produced.  To 
monitor cashflow and other indicators and financial ratios keeping the VP 
of Finance aware of any possible risks. 

7. To advise budget holders on the costing and funding of projects and other 
discrete areas of work to ensure that they are adequately funded for the 
level of service. 

8. To be responsible for the monitoring of all income and expenditure.  To 
ensure the production of financial reports as required by statutory and 
other funders. 

9. To produce reports for the Finance and Audit Committee as required. 

Financial Procedures: 1. To continuously develop appropriate financial information, advice and 
guidance to senior managers and budget holders. 

2. To ensure the finance software is developed to meet the business needs 
in terms of reporting information and minimising transaction costs. 

3. To ensure the financial procedures and internal controls are kept under 
continuous review and are appropriate to the activities of the Group so 
that the Group is protected from fraud, theft and error and that accounting 
records are complete and accurate. 

4. To develop an internal audit function. 
5. To lead in the development of accounting procedures for the Group. 
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Financial Accounts: 1. To ensure the annual accounts for the Group and all companies in the 
Group are produced, ensuring compliance with all relevant regulations 
and with best accounting practice. 

2. To plan and manage the annual audit. 

Other Tasks: 1. To be responsible for the preparation and submission of corporation tax 
returns for the group. 

2. To ensure all VAT issues are proactively addressed, managers are 
briefed on VAT implications of their activities and plans, and the VAT 
returns are accurately prepared and submitted when due. 

3. To provide proactive VAT advice to managers and ensure day-to-day 
VAT issues are addressed and documented. 

4. Through the line management of the Finance Manager to ensure that 
staff salaries are properly paid and that contributions (medical, group life 
and other) and statutory deductions are correctly calculated and 
administered. 

5. To be responsible for the filing of annual returns to the Group. 
6. To maintain and review the Finance risk register. 
7. To ensure finance training is available to budget holders on an informal 

and formal basis. 
8. To negotiate with third parties on any financial issues, as directed by the 

VP of Finance. 
9. To ensure the GroupÕs corporate credit card scheme, travel and expense 

policy are administered effectively. 

Management of 
Finance Department: 

1. To provide operational management, direction and leadership to the 
finance department so that it demonstrates clear corporate direction and 
vision and provides the highest quality service in a way that is responsive 
to user needs. 

2. To continuously improve services by developing and monitoring 
performance standards within the department (including the use of 
benchmarking and KPIÕs) and integrating them within the planning 
process. 

3. To ensure through the line management structure that all staff receive 
appropriate levels of support, supervision and training and their 
performance is effectively managed. 

4. In consultation with the VP of Finance produce a departmental plan in line 
with the GroupÕs business objectives and to report progress against the 
plan. 

5. To keep up to date with professional developments consistent with the 
requirements of the position. 

General: 1. Deputise for VP of Finance as required. 
2. To abide by and promote the vision and values and equal opportunities 

statement. 
3. To contribute to and take responsibilities as a member of the Finance and 

Administration team. 
4. To carry out other tasks that are reasonably requested. 

Qualifications: 1. Education to degree level. 

Experience & Skills: 1. Experience of producing complex financial accounts and managing an 
annual audit. 

2. Experience of all aspects of financial planning including the integration of 
risk management and budget production with organisational planning. 

3. Experience of producing medium and long-term financial plans based on 
complex financial models, including scenario planning. 

4. Experience of tailoring financial information to different audiences. 
5. Experience of developing effective relationships with colleagues at all 

levels which command, respect, trust and confidence. 
6. Strong written and oral communication skills which can be adapted to a 

range of audiences. 
7. Strong negotiation and influencing skills, based on personal credibility as 

well as managerial and technical authority. 
8. A proactive approach to systems development. 
9. Demonstrable experience of advanced excel financial modelling skills, 



 

 

Finance Manager  Page 3 of 3 

and good working knowledge of Word, PowerPoint and Outlook. 
10. Experience in managing change and innovation to improve performance. 
11. Ability to think creatively and take an innovative and flexible approach to 

problem solving. 
12. Experience of monitoring and reporting performance against business 

plans and objectives. 
13. Experience of creating and sustaining a culture of responsive, timely, 

reliable and knowledgeable service to users. 
14. Experience of managing a team of Finance professionals, creating a 

climate of continuous improvement and ensuring they are suitably 
supported. 

15. Ability to produce and implement clear financial procedures and evaluate 
the internal control environment. 

16. Ability to prioritise tasks and manage personal and departmental 
schedules effectively to meet tight deadlines. 

17. Ability to maintain confidentiality. 
18. Willing to work outside normal office hours when occasional 

circumstances dictate. 
19. Able to travel internationally on an occasional basis. 

Desirable: 1. Substantial experience of successful operational management of a 
Finance department. 

2. Experience of Treasury management. 
3. Experience of VAT. 
4. Experience of IFRS. 
5. Experience of internal audit. 
6. Experience of managing payroll. 
7. Experience of Oracle financial software. 
8. Experience of delivering training to non-financial managers. 

 


