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JOB VACANCY

About INKUNGA FINANCE Plc

Born os COOPEC INKUNGA FINANCE Plc on l5 September 1995, ond officiolly licensed
os o Microfinonce lnstitution (MFl) by the RDB on B July 2Ol6,|NKUNGA FINANCE plc
Finonce Plc hos steodily grown into one of the most trusted MFls in the country.

Heodquortered in Korongi District, in Western Province of Rwondo, INKUNGA FINANCE
Plc operotes ocross seven bronches ond five sub-bronches, serving clients in both
Western Province ond in City of Kigoli. Over the yeors, we've estoblished ourselves os
o pivotol institution in the region's rurol tronsformotion. with o strong commitment to
inclusive, responsible, ond sustoinoble finonciol service delivery.

At the heort of our operotions lies o cleor mission: to promote quotity finonciol ond non-
finonclal services lo smoll ond medium-sized enlrepreneurs in order to conhlbule fo
the improvemenf of fheir socio-econ omlc living conditlons ond lo remain o susfoinoble
ond seff-suffcienf inslltulion Our operotions qre deeply rooted in community
engogement, environmentol sustoinobility, ond the belief thot finonciol inclusion is o
cornerstone of equitoble development.

To strengthen its humon copitol, INKUNGA FINANCE Plc is seeking to recruit o Compony
Secretory ond LegolAdvisor to stort employment by June 2A26:

r. coMpANy SECRETARY & LEGAL ADVTSOR (r VACANT POST)

Key responsibilities

Under the supervision of the Monoging Director, s/he will be responsible for:

l. Corporole Governonce ond Complionce
o Ensure thot the institution complies with finonciol regulotions, corporote low,

ond industry stondords;
. Assist in the development ond implementotion of policies oimed ot

odhering to best proctices in governonce;
o Advise the Monoging Director, the Executive Committee, ond the Boord of

Directors on legol ond regulotory risks;
o Lioise with regulotory bodies to ensure complionce with legol requirements.
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2. Adminlskolive ond Secretoriol Tosks
. Orgonize ond prepore the documentotion for Boord meetings ond

Executive Committee discussions;
. Toke minutes of meetings ond ensure follow-up on resolutions;
o Keep stotutory registers ond institution documents in occordonce with the

low;
. Assist the Monoging Director in his legol ond odministrotive tosks;
o Ensure o good documentotion ond keeping of importont legol ond

corporote documents.

3. Responslbllities regording legolodyice to lhe Executive Commltlee ond lhe
Boord of Dkeclors
o Provide legol odvice on risk monogement, finonciol tronsoctions, ond

operotionol motters;
r Act os the primory legol resource form Monogement;
. Ensure complionce with notionol ond internotionol finonciolregulotions

offecting microfinonce operotions;
o Anolyse potentiol legol issues ond propose solutions to mitigote risks.

4. Moniloring of disputes ond legolcoses

. Represent the institution in disputes, negotiotions, ond legol proceedings;

o Lioise with externol legol odvisors on litigotion issues;

o Provide strotegic recommendotions to minimize legol exposure ond risks;

o Ensure the prompt resolution of disputes while protecting the institution.

5. Preporolion ond monogemenl of conhoch
o Prepore ond/or review of different ogreements ond portnership controcts;
. Ensure thot oll controcts comply with opplicoble lows ond regulotions;
o Monitor the execution of controcts ond complionce with ogreed terms;
o KeeF o record of oll controctuol obligotions ond their deodlines/terms.

Requirements

o Be o Rwondon;
o Hove o Bochelor's degree in Low ond professionol certificote in legol proctices

with of leost 2 yeors of professionol experience in commerciol compony or ony
other business concern.

o Hove o good trock ond sound chorocter in previous work history;
o Fluenf in French or English, knowledge of fwo longuoges would be on

odvontoge;
. Aged between 2l yeors ond 30 yeors.
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Whot We Offer:
. A unique opporiunity to shope the future of inclusive finoncing in Rwondo.
. Be port of o purpose-driven teom committed to tronsforming rurol livelihoods.
. Competitive remunerotion pockoge bosed on experience ond quolificotions.
. Opportunities for professionol growth within o fost-growing MFI embrocing

innovotion ond sustoinobility.

How lo Apply
lnterested ond quolified condidotes should submit their Job opplicotions vio e-moil:
recruitment@inkunqofinonce.com ond copy lo inlo@inkunsofinqnce.com (You will get
o reply to confirm fhe reception of your opplication). Only o single document {PDF
formot) will be received.

The deodline for submitting opplicotions is April 24th,2026 of I I h 59 o.m. locol time.

the job opplicolion file musl conloin:
1. An opplicotion letter oddressed to the Monoging Director;
2. Well detoiled Curriculum vitoe;
3. A copy of the identity cord;
4. copy of notorized the degree/equivolence;
5. copies of notorized professionol certificotes
6. A proof of previous experience

The shortlisted condidotes for orol interview will be published not loter thon April24th
2426 ot 17h30 vio the website: httpE/1inku_ng"gfingng_e.._so-m ond lenlolive dote for
lnterview is Mondoy 27n April,2026 of Heodquorlers of INKUNGA FINANCE Plc locoled
ot KARONGI DISTRICT, RUBENGERA SECTOR, just ot 10.00 o.m. locqliime.

Done ol Korongi on20104/2026.
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