
 
 

JOB DESCRIPTION 
 
 
 
Department: Finance   
 
JOB Title: Finance Manager               
 
Reports to: Mine Manager 
  
Location: Mine   
 
Scope of work:  
To provide the location with administrative and financial expertise and ensure that 

systems of control are functional in order to achieve profitability as well as 

organisational goals 

Key Responsibilities: 
 
1. Financial management reporting  

 Manage and co-ordinate the process to prepare monthly, quarterly, and annual 
financial returns and to ensure that all financial statements are reported on time 
in line with prescribed format.    

 Ensure effective cost and management accounting and projects accounting. 
 Co-ordinate external audit at the location. 
 Manage relationships with creditors and bankers.   

 
2. Budgeting and budgetary control 

 Prepare the location’s budget and forecasts in liaison with the location’s General 
Manager and the management team.  

 Monitor actual performance against business plan & budget as required.   
 Conduct justifications for capital projects for the location.   
 Ensure that operational expenditures are monitored so that profits are maximized 

 and losses minimized.  
 Provide management with analytical support for production improvements & cost  

reductions. 
 

3. Procurement and inventory management 

 Ensure that procurement systems are optimized to the best advantage of the 
company. 

 Ensure the efficiency and effectiveness of the stores management system.   
 Ensure the availability of all critical items required by all the production and 

service departments.  
 Approve all purchase requisitions for the mine’s procurement. 



 

4. Information technology  

 Ensure availability of IT infrastructure and services. 
 Authorize and review access levels for all SYSPRO ERP users.    
 Authorize and review e-mail users for the department.    
 

5. Risk Management  

 Develop and maintain systems of financial, administrative and internal control systems. 
 Ensure that procedures in place have adequacy to safeguard company assets.   
 Co-ordinate internal audit at the location. 
 

6. Departmental Management   

 Set performance targets for subordinates and monitor their performance    
 Manage the Administration department in a cost effective manner    
 Enforce departmental staff discipline by monitoring adherences to rules and 

regulations    
 Enforce Health, Safety and Environmental policies in the department      
 Manage industrial relations climate in the department    

 
 Any other related duties as may be specified from time to time by the superiors. 

 

 

Education& Experience 

 Accounting  Degree or equivalent  

 CA (Z) or Association of Chartered Certified Accountants (ACCA) Member 

 A minimum of 5years’ experience,3 of which should be in a senior managerial 

position 

 Demonstrated ability to multi-task and work in a fast-paced office setting 

 Excellent, proven interpersonal, verbal and written skills 

 Excellent ability to use an ERP system (Syspro), MsExcel, Word . 

 

 

Contact details 

Tel: (+263 4) 776085-7, 746141/9, 746089/95/ 0772158503 

Email: millicent.sunguro@riozim.co.zw 


