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 JOB DESCRIPTION 

Job Title:   Administrative and Finance Assistant 
Project:                       #FreetownTheTreetownCampaign to Plant and Grow One Million Trees in 

Freetown Peninsula 
Project Lead:  Freetown City Council (FCC) 
Duration:   01 August – 29 February (6 months)  
Reports To:  Program Director 
Location:   Freetown / Western Area Peninsula 
  

1. Purpose of Post: 
 

This post will ensure sound administrative and financial management of the 
#FreetownTheTreetownCampaign Project implemented by the Environmental Foundation for Africa 
(EFA) and funded by the World Bank and the Government of Sierra Leone to Plant and Grow One 
Million Trees in Freetown Peninsula.  
 

2. Project Background:   
 
In an effort address the impact of intense deforestation and tree and vegetation cover loss, compounded 
by the impact on climate change on the residents of Freetown and the Western Area Peninsula the 
#FreetownTheTreetownCampaign was launched in January 2020 as a core component of the 
Transform Freetown Agenda where the Mayor and the Freetown City Council (FCC) set the goal to 
increase tree and vegetation cover by 50% from 2018 levels by 2022. To get there, FCC has partnered 
with Western Rural District Council (WARD-C), central Government and critical civil society partners 
to plant and grow one million trees across the 13 Catchment areas of the Western Area Peninsula 
[Freetown and Western Area Rural District] over the 2020 and 2021 rainy seasons. EFA is supporting 
the Freetown City Council (FCC) to implement Phase one of the #FreetownTheTreetownCampaign.   
 
See below tree planting areas and poThe below planting table and reforestation map indicates the 
locations for phase one planting between July – September 2020.Approximately 450,000 – 500,000 
seedling of 15 different varieties will be planted through a community planting and stewardship 
approach where up to 50 tree distribution sites will be established in Freetown and the Western Area 
Peninsula to facilitate planting and growing in private and public spaces in the target reforestation 
areas indicated in the below table and map. 
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Catchment 
Total 

number 
of trees 

Number of 
reforestation 

areas 

Total size of 
reforestation 

area 

Number of 
distribution 

centers 
Distribution centers 

C1 – Aberdeen 3190 1 2 HA 2 
1. Aberdeen Roundabout 
2. Lumley Safecon 

C2 - Congo Town 21370 3 25 HA 4 

1. Congo Cross 
2. Hillcut Roundabout 
3. Congo Cross 
4. CCSL Compound 

C3 - Tower Hill 28110 9 38.25 HA 5 

1. Cotton Tree 
2. Kingtom Bridge 
3.Model Junction 
4. Annie Walsh Memorial 
5. Hillside Baptist, New 
England 

C4 – Gloucester 29133 5 24.5 HA 3 
1. Upgun Roundabout 
2. PWD Kissy 
3. Skye Junction - FBC 

C5 – Kissy 16466 4 17.5 HA 4 

1. Kissy Mental Home 
2. Baracks Old Road 
3. Portee New Road 
4. Good Shepherd Church 

C6 - Samura Town 13475 5 61.5 HA 5 

1. St John City Road 
Wellington 
2. PMB New Road 
3. Kongosa Market Calaba 
Town 
4. Allen Town Petrol Station 
5. Later Days Church 

C7 - Regent 
Grafton 

77364 10 146 HA 6 

1. Deeper Life Camp Ground 
2. Later Days Church 
Grafton 
3. Grafton Training Centre 
4. SS Camp 
5. Regent Saddle 

C8 - Yarms Farm 44056 4 66 HA 1 1. Hastings Toll Gate 

C9 – York      

C10 – Sussex 44380 2 13.5 HA 2 
1. NP Lakka 
2. King's View Sussex 
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Catchment 
Total 

number 
of trees 

Number of 
reforestation 

areas 

Total size of 
reforestation 

area 

Number of 
distribution 

centers 
Distribution centers 

C11- Angola Town 33120 6 33.5 HA 3 
1. Angola Central Mosque 
2. MMCET Campus 
3. Funkia Junction 

C12 – Baoma      

C13 - Regent 
Lumley 

17980 7 54 HA 4 

1. Regent Road Lumley 
2. Yumkela Road 
3.One Mile 
4. IMATT Junction 
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3. Scope of Work: 
 
Under the direct Supervision of the Project Director the Administrative / Finance Assistant support 
EFA to conduct sound administrative and financial management of the  
#FreetownTheTreetownCampaign Project funded by the World Bank and the Government of Sierra 
Leone to Plant and Grow One Million Trees in Freetown Peninsula.  
  

3.1.1.  Deliverables: 
 
Summary of Key Functions:  

  Implementation of tree planting and stewardship operational strategies [FCC Tree Planting and 
Growing Strategy 2020-22] 

  Support to effective and efficient functioning of the EFA Tree Planting and Stewardship 
Project Office. 

  Support to administrative and logistical services for tree planting and growing. 
  Support to office assets management and inventory. 
  Support to knowledge building and knowledge sharing. 

 
Deliverable 1: Ensures implementation of operational strategies, focusing on achievement of the 
following results: 

 Full compliance of administrative activities with World Bank rules, regulations, policies, and 
strategies. 

 Provision of inputs to the EFA Tree Planting and Stewardship administrative business 
processes, DIP – Detailed Implementation Plan and Monitoring and Evaluation Framework. 
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 Ensures effective and efficient functioning of the EFA Tree Planting and Stewardship Project 
Office focusing on achievement of the following results: 

 Extraction of data from the FCC Tree Tracking and Monitoring Platform and various 
sources, preparation of statistical financial charts, tables, and reports. 

 Follow up on deadlines, commitments made, actions taken and coordination of 
collection and submission of the reports to Project Director.  

 Feed information into and maintain the financial control system applied by EFA up to 
date. 

 Support the timely financial control, monitoring and reporting of operations of CBO 
sub-Grantees operating across 11 of 13 target Catchment areas, 58 reforestation areas 
and 40 tree distribution Centers across the Freetown Peninsula under the Project.  

 
Deliverable 2: Ensures effective administrative and logistical support, focusing on achievement of the 
following results: 

 Support the organization to initiate and finalize procurement processes.  
 Administrative and finance support to trainings, workshops, learning events, etc. 
 Custodian for management of office stationery supplies including maintenance of stock list of 

stationery as required by staff and keeping a log of distribution.  
 Maintenance of the filing system ensuring safekeeping of confidential materials. 
 Assistance in the preparation of budget, allotment requests and provision of information for 

audit. 
 
Deliverable 3: Provides support to office maintenance and assets management, focusing on 
achievement of the following results: 

 Maintenance of all assets and records on assets management, preparation of reports. 
 Maintenance of files and records relevant to office maintenance 
 Provision of support to maintenance of EFA common premises and common services 

 
Deliverable 4: Support knowledge building and knowledge sharing within the Project Office, focusing 
on achievement of the following results: 

 Participation in the training for CBO sub-Grantees on administrative, finance and reporting 
responsibilities under the Project. 

 
4. Typical Background, Experience & Requirements: 

 
4.1.1.  Education and Experience 
 At least a Diploma, Bachelor’s degree preferred, in Business Administration, Accounting, 

and/or Finance. 
 At least Three (3) years of relevant work experience. Experience in a similar post in an NGO or 

Government organization will be considered an advantage. 
 Knowledge and experience in administrative; financial accounting and full range of office 

support work, with a high level of sustained performance. 
 Thorough knowledge and use of all relevant computer software and the ability to help organize 

data and information retrieval systems. 
 Competence in the use of standard software (SAP, Word, Excel, Access, MS Projects, and 

PowerPoint). 
 
4.2.Personal Skills  
 Analysis and problem-solving skills with ability to make sound judgment 
 Good relationship management skills and the ability to work closely with local partners 
 Proactive, results-oriented, and service-oriented 
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 Attention to details, accuracy, and timeliness in executing assigned responsibilities 
 
5. Key Working Relationships:  

(1) Internal:  Reports directly to Project Director, works closely with all Project staff  
(2) External: works closely with Sub-Grantees [Implementing CBOs] 
5.1.1. Supervisory Responsibility: None 

 
6. Core Competencies (for all Project Staff):  

 Trusting Relationships 
 Professional Growth 
 Partners 
 Accountability 

 
Disclaimer:  This job description is not an exhaustive list of the skill, effort, duties, and 
responsibilities associated with the position.  
 
 
HOW TO APPLY: To apply click of the link: https://forms.gle/H7SC2STdMSHzau1D9 .  The 
application will close on 31 July 2020. 


