CAREER OPPORTUNITY

The Institute of Marine Affairs (IMA) is a statutory body governed by the IMA Act Chap 37:01.
The IMA is required to conduct research on the marine and related environment of Trinidad and

Tobago and the Caribbean and to provide an advisory service to the Government of the Republic
of Trinidad and Tobago.

The Institute invites applications for the position of:
FINANCE OFFICER

The Job:

The incumbent role is to provide comprehensive financial and administrative support to the
Manager of the department for the planning, execution, and monitoring of all projects. The
incumbent acts as the primary liaison between the Project Teams and the Finance Department,
ensuring strict adherence to the Public Procurement and Disposal of Public Property (PPDPP) Act
2015, Government financial regulations, and the fiscal policies of the State Enterprise. The role
ensures that project funds are managed transparently, accounted for accurately, and reported on
time to stakeholders, including the Board, the line Ministry, and the Ministry of Finance and Grant
Funders

Main Duties and Responsibilities:

1. Financial Reporting:
o Assist in the preparation annual draft estimates.
o Monitor project expenditure against approved budget.
o Prepare monthly, quarterly, and annual financial statements.
o Ensure timely and accurate reporting of financial data to management.
2. Procurement and Contract Compliance
o Collaborates with the Procurement Supervisor to ensure all project-related tenders
(RFPs, RFQs) are compliant with the PPDPP Act and the entity’s Procurement
Procedures.
o Participates in the evaluation of bids, assessing the financial stability of bidders and the
cost competitiveness of proposals to ensure value for money.
o Responsible for bank reconciliations of the projects.

3. Compliance and Audit:
o Ensure compliance with international accounting standards, financial regulations and
internal policies.
o Assist in the preparation for external audits including projects and implement
recommendations.

4. Accounting Functions:

Oversee accounts payable and receivable processes (projects).
Ensure timely and accurate processing of projects transactions.
Assist with Project Costing.

Prepare and provide expenditure and balance of project funds reports.
Assist with the maintenance of Fixed Assets Register (projects).
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5. Financial Analysis:
o Conduct financial analysis to support decision-making.

6. Team Collaboration:
o Collaborate with other departments to provide financial guidance.
o Support the finance team in achieving departmental goals.
o Any other duties.



Minimum Qualifications and Experience
e Completed level 3 ACCA and Professional Ethic Module or Accounting Degree.
e 5 years of progressive experience in project finance or accounting.

Knowledge, Skills and Abilities
e Proficiency in accounting software (e.g. Sage, etc.) and Microsoft Excel.
o Strong analytical and problem-solving skills.
o Excellent attention to detail and accuracy.
e Good communication and interpersonal skills.

The position will be offered on contract for a period of two (2) years.

Application and comprehensive Curriculum Vitae should include the names of three (3) referees
and should be submitted before 8" June 2026 to:

The Personnel and Industrial Relations Officer
Institute of Marine Affairs
P.O. Box 3160, Carenage Post Office
Republic of Trinidad and Tobago, West Indies
or

Email: IMA.Vacancy @ima.gov.tt

Unsuitable applications will not be acknowledged.

The Institute of Marine Affairs is an agency in the Ministry of Planning, Economic Affairs and
Development.
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