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1. OPPORTUNITY Internship 

2. DEPARTMENT Finance  

3. REPORTING TO Finance and Office Manager 

 

 INTERNSHIP DETAILS  

 

PURPOSE 

The Centre for Affordable Housing Finance in Africa (CAHF) is a non-profit organisation established in 2014 by the Fin-

Mark Trust. The CAHF has grown out of FinMark Trust’s housing finance theme area, which was started in 2003, and which 

it continues to serve. 

 

The vision of CAHF is an enabled affordable housing finance system in countries throughout Africa, where governments, 

business, and practitioners work together to provide a wide range of housing options accessible to all.  CAHF’s mission is 

to make Africa’s housing finance markets work, with special attention on access to housing finance for the poor.  We pursue 

this mission through the dissemination of research and market intelligence, supporting cross-sector collaborations and a 

market-based approach.  The overall goal of our work is to see an increase of investment in affordable housing and housing 

finance throughout Africa: more players and better products, with a specific focus on the poor. More information about 

CAHF can be found at www.housingfinanceafrica.org. 

 

The Intern will support the Finance and Office Manager. 

 

The Intern will participate as member of the CAHF team. While reporting to and providing support to the Finance and Office 

Manager, the Intern may also support other staff members. The Intern will have flexible hours and will be remunerated on 

an hourly basis; the duration of the internship will be open to negotiation but can be a maximum of one year. This internship 

is part-time, and suitable for current students. The internship is based in Johannesburg, South Africa.  

 

 

KEY RESULT 

AREAS 

OUTPUTS 

 
Office Admin-
istration 
 

• Provide finance and office management support to the CAHF Team. 

• Maintain filing system for administration and financial files both on SharePoint and hard copies. 

• Assist in the procurement for office supplies. 

• Assist with logistical requirements for travel or meetings. 

• Submit and follow up on all IT support requests to the outsourced IT Firm. 
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KEY RESULT 

AREAS 

OUTPUTS 

Accounting / Fi-
nance 

• Prepare weekly payment vouchers complete with supporting documents.  

• Writing up monthly general ledger journal entries. 

• Prepare invoices and ensure that they are updated in Pastel. 

• Assist the Finance & Office Manager in implementation of audit recommendations. 

• Assist in the collection of financial data and inputs for use in the preparation of donor reports. 

• Maintain the contract management spreadsheet, including updating contract payments infor-

mation and adding new contracts. 

• Follow up with the projects. 

• Maintain and reconcile office petty cash including the preparation of petty cash journals and 

payment requests. 

• Process employee expense reimbursements. 

• Review staff timesheet and create schedules to apportion staff time to projects. 

 

 

REQUIREMENTS 

Qualifications 

• Minimum third year student in accounting. 

• High level of proficiency in MS Office pro-

grammes, especially MS Excel. 

 

Experience 

• No experience is required, however a working 

appreciation of general accounting processes is 

essential. 

 

 
   ATTRIBUTES 

• Proactive and assertive 

• Driven to learn 

• A quick learner  

• Highly detail oriented. 

• Financially and people savvy 

• Assimilates and retains information and uses when required 

• Ability to work with data a plus 

APPLICATIONS 

Applications for the internship should be submitted to Samuel Suttner, at samuel@housingfinanceafrica.org. Applications 

should include a one page cover letter and a CV with references. Only applicants with the right to work in South Africa will 

be considered. 

 

 


