
 
 
 

40 DAYS OVER 40 SMILES FOUNDATION 
 

VOLUNTEER POSITION 
 
 
 
Department: Finance and Operations. 
 
Title: Volunteer 
 
Reports to: Head of the Department 
 
Vacancies Available: 2 
 
Location: Kampala, Uganda 
 
 
 
Position Overview: 
 

As a volunteer in the Finance and Administration department, you will work alongside a team of 
 
other volunteers and the Head of Department. 
 
Please note that this is entirely a volunteer position. 
 
 
Roles and Responsibilities 
 
 
Finance 
 

● Perform tasks as per the department’s day-to-day activities. 
● Requisitions and accountability (Receiving, follow up and filing of the above at the 4040 office) 
● Monitoring and recording funds from all sources (subscriptions, grants, donations, events and 

merchandise sales). 
● Handling Petty Cash. 
● Monthly Finance Reports. 
● Monthly Income and Expense Reports. 

● Prepare accounts for Audit. 

 
 
 

Administration 
 

 
● Ensuring monthly bills are paid. 
● Sending monthly meeting reminders to departments.  
● Printing and filing of monthly minutes. 
● Oversee appraisals alongside department heads. 



● Liaison with the Volunteer Coordinator, Heads of Department and Team Leader to schedule 
training. 

● Organise team-building activities. 
● Identify and share resources for the team’s personal and professional development. 
● Oversee celebration of volunteer milestones (e.g. Volunteer of the Month, graduation etc) 
● Office Management.



● Liaison with the Therapist to support the volunteers’ mental 

wellbeing. 

● Ensuring that all 4040 documents are signed, returned and 

filed. 

 
 

Qualifications and Experience 
 
 

●  Previous experience in Accounting and Administration roles. 

● Excellent communication and organizational skills. 

● Skills in data entry, record management and attention to detail. 

● A willingness to learn and work with a team of different people from diverse backgrounds.  

● Effective time management. 

● Flexible schedule outside 4040 which enables you to actively participate in your role and the 

Foundation's activities. 

● Adaptability and problem-solving skills.  

● Integrity and agility. 

● Good at planning and organising. 
● Comfortable working independently and collaboratively.  
● A great big love for volunteerism! 


