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Lively Minds Job Description – 
Bookkeeper 

Summary 

Position: Bookkeeper. 

Reports to: Finance & Administration Officer. 

Based: Based in an assigned Regional Office in Tamale (Northern, North East, Oti 
Regions); Bolga (Upper East, Upper West Regions); or Techiman (Bono, Bono East, 
Savannah Regions), or in a field office. 

Contract: A fixed-term contract of two years, with a possibility of contractual renewal 
depending on how our Ghana scale up programme is progressing. 

Hours: Full-time, 8am to 4pm Monday to Friday, with one hour for lunch. 
 
Compensation: 18,786 GHS gross per annum. We have a new pay structure in place – all 
new members of the team begin on 18,786 GHS, the entry level for the salary band. Then 
after a year, if the staff member performs well in the role, they receive a salary increase to 
21,603 GHS. Then, subsequent pay progression is based on performance. 
 
Benefits: Benefits include basic, medical insurance for the employee only. We also offer 
Tier 3 SSNIT (3% contribution). Lively Minds is passionate about learning and 
development. We offer all staff access to internal learning opportunities. We are unable to 
offer any financial support for relocation. However, new staff may be permitted to stay on a 
short-term basis in shared office accommodation if there is a room available in the office. 
These rooms will be allocated on a first-come, first-serve basis. 

About us 

Lively Minds is an award-winning NGO, working to get pre-schoolers in rural Ghana & 
Uganda school-ready. Since 2008, we have developed an innovative, behaviour-change 
programme that empowers marginalized, poorly-educated mothers to run educational ‘Play 
Schemes’ for pre-schoolers and to provide better home-based care, using local resources. 
The Lively Minds programme aims to improve school-readiness of rural kindergarten 
children, by training parents to provide practical, cost-free learning and developmental 
activities in the kindergarten and at home.  
 
Following a highly successful pilot, Ghana Education Service (GES) has officially adopted 
our programme to improve early childhood development. Our goal is for mothers and the 
GES to run our programme at scale. Between 2020 and 2024, GES will adopt and scale the 
programme to 60 districts, in 8 regions. Lively Minds will provide training, technical 
assistance, and district-level capacity building to enable the programme to be embedded 
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and sustained. This will be implemented across Bono East, Bono, Oti, Savannah, North 
East, Northern, Upper East, Upper West regions. 
 
We’re an ambitious team, determined to have a major positive impact on the world. We 
work hard, at a fast pace, in a challenging environment. We expect everyone to give their 
best to achieve the best possible results. Our work is demanding but provides plenty of 
opportunity for learning, growth and creativity. We want all staff to be happy, fulfilled and to 
feel appreciated and valued in their work. 
 
To find out more about our programme, please visit www.livelyminds.org. 

About the role 

The Bookkeeper will be part of a lively, global finance team of nine. They will work closely 
with the finance and programming team, including Ghana field officers, to support general 
finance and accounting duties. 

The role cuts across finance, administration and transactional activities (such as petty cash) 
and will require a high level of attention to detail.  

The role is fast-paced and collaborative. We are looking for an energetic, highly engaged, 
team-player with a ‘can-do’ attitude. To succeed in this role, you must be a self-starter.  

Main duties and responsibilities 

Transaction processing 

 Process and prepare financial and business forms for the purpose of checking 
account balances, facilitating purchases, etc. 

 Perform routine calculations to produce analyses and reports, as requested by the 
Finance Manager. 

 Help oversee and manage individual accounts. 
 Collect and enter data for various financial spreadsheets, checking for accuracy. 
 Assist staff in filing business process forms, receipts and payment vouchers. 
 File all finance documents, indexed chronologically to facilitate their retrieval for 

internal and external audits. 

Compliance with policies and procedures   

 Review requisitions to ensure appropriate coding is done and authorisations 
obtained before processing.  

 Reconcile any discrepancies or errors identified by conversing with employees 
and/or clients. 

 Report any troubling discoveries or suspicion of wrongdoing to the proper authorities. 
 Devise a tracking system for statutory returns and ensure that Lively Minds does not 

default on statutory obligations. 

http://www.livelyminds.org/
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 Track any non-adherence to Lively Minds financial policies and procedures and bring 
to attention of supervisor. 

Team work and collaboration 

 Assist the Finance & Administration Officers in drafting routine financial reports on a 
regular basis. 

 Answer finance-related questions and provide assistance to stakeholders and staff 
on issues that need to be explained. 

 Attend finance department meetings, writing minutes and making follow up of 
outstanding issues. 

 Suggest to supervisor changes or improvements that are necessary to increase 
accuracy, efficiency, and cost reductions. 

You may be assigned any other responsibility in agreement with your line manager, in 
contribution to Lively Minds work and in recognition of your experience and skills. It is 
therefore expected for staff to be flexible and willing to contribute to the work of the wider 
team. 

Experience and skills 

Essential experience and skills 

 Qualifications: HND in Accounting with 2+ years experience, or Diploma in Business 
Studies (DBS) with 3+ years experience. Higher qualification may compensate for 
work experience. 

 Experience of coding transactions using chart of accounts. 

 Ability to work in a diverse, multicultural environment.  

 Good time management and willingness to work extra hours when the need arises. 

 English language proficiency. 

 Literacy in data entry using standard software. 

Desirable experience and skills 

 Experience of using MS Office suite, especially high familiatiry with MS Excel.  

 Familiarity with accounting software such as Xero or Quickbooks.  

 Good communication skills and ability to present information in graphs and charts for 
understanding of non-finance persons. 

You will be expected to perform against the Lively Minds Competencies.  

Please note  

 Applications submitted after the deadline will not be considered. 

 CVs and cover letters will not be considered. 

 Due to resource constraints, we apologise, but we will only respond to shortlisted 
candidates. 
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 Lively Minds operates a strict Child & Vulnerable Adult Protection Policy, and we 
therefore check suitability of successful candidates though background checks 
consisting of references and a police check. 

 Lively Minds is fully committed to equity, diversity and inclusion. We want this to be 
reflected in the diversity of the people who work for us and we welcome applications 
from people from all backgrounds and identities. Women are strongly encouraged to 
apply – we promote family values and offer paid maternity and paternity leave. Where 
possible, special considerations are also made in district allocation to support staff 
with childcare commitments. 


