
 

ESWATINI SUGAR ASSOCIATION 

JOB DESCRIPTION – PART 1 

 

NAME:   

 

DESIGNATION:  FINANCE MANAGER 

 

LOCATION:  HEAD OFFICE 

 

IMMEDIATE SUPERVISOR:  FINANCIAL DIRECTOR 

 

SUMMARY OF DUTIES/RESPONSIBILITIES: 

 

Management of General Ledger Accounts and procedures 

 

1. Ensure that all necessary transactions are raised and processed for the timeous release of the 

Monthly Management Accounts. 

2. Approve monthly general ledger account reconciliation’s. 

3. Verify and approve all journal vouchers prior to data capture. 

4. Review the fixed assets register and ensure that it properly maintained by the Management 

Accountant. 

5. Review subsidiary general ledgers and reconciliations and ensure that they are properly 

maintained. 

 

Budgets 

 

1. Prepare a budget plan for each financial year. 

2. Develop assumptions for to be used for budgeting purposes. 

3. Co-ordinate and collate date from all departments. 

4. Review departmental budgets prepared by the Management Accountant and ensure their 

accuracy. 

5. Prepare annual budgets. 

6. Assist Financial Director with the presentation of the budget to the Finance Committee and 

Council 

 

Debtors Control 

 

1. Control debtors by examining debtors age analysis monthly and identify debtors with 

significant age (60 days +) or amount balances and initiate the necessary corrective action. 

2. Ensure that the Financial Director and the Commercial Department are provided monthly 

with information as   to customer’s credit position. 

3. Authorise amendments to debtors’ master files. 

4. Approve sugar and molasses release notes based on customers approved credit limits (in the 

absence of the Financial Accountant). 

5. Monitor all other debtors on a monthly basis. 

 

Stock Control 

 

1. Liaison with Logistics Manager on ledger stock balances, corrections and losses. 

2. Approve monthly stock balances as per monthly stock reconciliation’s and monthly sales 

figures. 

3. Ensure that stock counts are conducted on a monthly basis and updated to WMS. 

 

Insurance 

 

1. Receive all the claims form and submitting them to insurers, where applicable. 
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2. Deal with insurance brokers on all insurance matters. 

3. Liaison with Marketing Department regarding insurance claims and settlement of insurance 

claims. 

 

Accounts Payables 

 

1. Ensure that creditors reconciliations are prepared and approve them. 

2. Control payment of all creditors by approving all payments made. 

 

Mill Payment and Retentions 

 

1. Ensure that accurate records of the mills retentions and interest thereon are kept. 

2. Check weekly mill payments and authorise payment. 

 

Cashflow 

 

1. Control and check daily cash-flow position and liaise with Financial Director about possible 

liquidity problems. 

2. Control and check monthly bank reconciliation so as to ensure that any outstanding items are 

cleared timeously. 

3. and approve reconciliation. 

4. Control treasury function with view of keeping finance cost low. 

5. Monitor foreign exchange rates and liaise with Financial Director on taking forward cover in 

order to achieve favourable foreign exchange rates. 

 

Statutory Returns 

 

1. Supervise preparation and submission of statutory returns (such as Income Tax returns , PAYE 

remittances and PAYE reconciliation returns). 

 

Annual Audit 

 

1. Arrange annual audit with Association auditors  

2. Ensure that a file with all the necessary documents is prepared 

3. Attend to all issues raised during the audit in consultation with the Financial Director and 

provide further information as required. 

4. Draft the annual financial statements and ensure that they comply with International Financial 

Reporting Standards. 

 

Management Accounts 
 

1. Review monthly management accounts for ESA and subsidiaries 

2. Present monthly management accounts to the Finance Committee and Council 

 

Salaries 

 

1. Prepare payroll for management in order to ensure timeous approval by the Financial Director 

and payment. 

2. Create and e-mail EFT to the bank for payment. 
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JOB DESCRIPTION – PART 2 

 

NAME:   

 

DESIGNATION:  FINANCE MANAGER 

 

LOCATION:  HEAD OFFICE 

 

IMMEDIATE SUPERVISOR: FINANCIAL DIRECTOR 

 

Management of Staff 

 

1. Supervise and control activities of the Financial Accountant. and Management Accountant  

2. Manage the accounting department (incl. Creditors, debtors, stock and payroll). 

 

Attendance of Meetings 

 

1. Attend Monthly Management Meetings. 

2. Attend Finance Committee Meetings and act as Secretary by preparing Agendas, Notices and 

taking minutes. 

3. Attend Audit Committee Meetings and act as Secretary by preparing Agendas, Notices and 

taking minutes. 

4. Attend Council and Marketing Executive Meetings. 

 

Information Systems 

 

1. Manage the accounting software. 

2. Liaise with Systems Supervisor and Commercial Department to ensure systems are updated 

timeously. 

 

Rebates / Discounts 

 

1. Check and approve value add rebates/discounts ( local and regional). 

2. Check and approve bag deposit refunds. 

 

Additional Tasks 

 

1. Liaise with customers and mills to ensure smooth operations (timeous response to and sorting 

out of queries/problems).  

2. Approve purchase requisitions and purchase orders. 

3. Manage staff Provident Fund and Life Assurance Scheme. 

4. Negotiate with SAPWU and non-unionised staff as part of the ESA Negotiating Team. 

5. Approve salaries and other payments to all staff. 

6. Any other duties assigned from time to time by Immediate Supervisor. 

7. Act for the Financial Director during his/her absence. 

 

 

REVIEWED BY:  FINANCIAL DIRECTOR 

 

SIGNATURE: 

 

DATE: 

 

ACCEPTED BY:  

 

SIGNATURE: 

 

DATE: 

 

Revision: Four 


