
 

Terms of Reference (ToR) 

 

1) Background   

SOS Medical Center (SOS MC) is a patient-centered facility delivering OPD/IPD care, 

Emergency services, Diagnostics, Pharmacy, Immunization, and Hospital-on-Wheels 

outreach in Greater Monrovia. In anticipation of the FY2026–FY2028 growth agenda, SOS 

MC seeks to strengthen governance, financial stewardship, and operational resilience by 

establishing a dedicated Internal Control function. The Internal Controller will design, 

implement, and continuously improve a risk-based system of financial, operational, and 

compliance controls across clinical and non-clinical processes—safeguarding assets, 

enhancing revenue-cycle integrity, supporting regulatory and donor compliance, and 

enabling timely, reliable management reporting. 

2) Purpose of the Role 

Establish and maintain a robust system of financial, operational, and compliance controls 

that safeguard assets, ensure accurate and timely reporting, improve revenue cycle 

efficiency, and uphold donor and regulatory requirements. 

3) Key Responsibilities 

A. Internal Control System & Risk Management 

• Map process flows and risks across registration → billing → cash/claims → 

reconciliation → reporting; maintain a live risk & controls matrix. 

• Design/update SOPs (segregation of duties, approvals, thresholds, document 

control); ensure staff sign‑off and adherence. 

• Lead internal control testing (walk‑throughs, sampling, spot checks) and 

implement corrective actions (CAPA) with owners and timelines. 

B. Revenue Cycle and Cash Management 

• Strengthen front‑desk/registration, coding, billing, and claims processes (insurers, 

corporates); track denial reasons and fix root causes. 

• Enforce controls over cash, mobile money, POS: end‑of‑day tills, deposit 

timeliness, cash count variance, and dual custody. 
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• Oversee A/R ageing, credit control, and write‑off policy compliance; produce a 

monthly revenue‑cycle dashboard. 

C. Procurement, Inventory and Pharmacy/Lab Controls 

• Ensure LMHRA‑compliant procurement, FEFO issuance, and stock controls 

(min‑max, stock counts, variance investigation). 

• Approve/spot‑check purchase orders, goods receipts, and three‑way match; 

monitor supplier performance and price adherence. 

D. Financial Reporting and Reconciliations 

• Validate bank, cash, and control‑account reconciliations monthly; ensure timely 

month‑end close and support the Finance Controller. 

• Review fixed‑asset register, tagging, disposals; monitor PPM‑related records for 

biomedical equipment. 

E. Compliance, Audit and Training 

• Ensure compliance with MoH/LMHRA/LMDC, donor terms, and tax/labour laws; 

maintain a compliance calendar. 

• Prepare for and coordinate external audit and donor reviews; track audit findings 

to closure. 

• Deliver training and coaching to staff on controls, fraud prevention, and data 

privacy. 

F. Digital and Data Controls 

• Work with IT/EHR teams to strengthen user access, roles and permissions, audit 

trails, and data‑retention policies across EHR/LIS/RIS and the accounting system. 

4) Deliverables and KPIs (Tracked Monthly/Quarterly) 

• Internal Controls Report (quarterly) with testing results, issues, and CAPA status. 

• Monthly revenue‑cycle dashboard (billing accuracy %, denial rate %, A/R days, cash 

deposit TAT). 

• Stock control report (stockout %, inventory variance %, expiry loss %). 

• Reconciliation pack (bank/cash/control accounts) with sign‑offs. 

• Training log and attendance; % staff trained on priority SOPs. 

• Audit findings closure rate and days to closure. 

• Fraud/incident register maintained and escalated per policy. 



 

5) Independence and Ethics 

Unrestricted access to records, systems, and premises for control work. No operational 

signatory authority over transactions under review. Adherence to SOS CV Code of 

Conduct; Confidentiality and Non‑Disclosure; annual conflict‑of‑interest declarations. 

6) Qualifications and Experience (Minimum) 

• Bachelor’s in accounting/finance/Audit or related field; CPA/ACCA (part‑qualified or 

qualified) preferred. 

• 5+ years in internal control, internal audit, or finance (healthcare/NGO or regulated 

environment desirable). 

• Strong knowledge of revenue cycle, procurement, inventory controls, and financial 

close processes. 

• Proficiency with accounting systems and MS Excel; exposure to Electronic Health 

Record system is an advantage. 

• Excellent analytical, communication, and training skills; integrity and discretion are 

essential. 

7) Contract Type and Duration 

Full‑time staff position; 12‑month renewable subject to performance and funding. 

Probation: 3 months with defined objectives (see Annex A). Duty hours per HR policy; 

occasional after‑hours spot checks. 

8) Application Instructions 

• Submit CV (max 3 pages), cover letter, and three referees (one current/most recent 

supervisor). 

• Include a one‑page memo describing a control weakness you fixed and the measured 

result. 

• Email: recruitment@sosliberia.org  

• Subject: “Application — Internal Controller, SOS MC” 

• Deadline: Oct. 31, 2025 
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