Administrative Notice

Sana’a, Yemen

 

	July 13, 2010[Change the date and the Number before printing]
	Number: 69/10


 COMMENTS  \* MERGEFORMAT 
	                                                                                                                                                         Subject:  
	Job Vacancy (USAID-  Accounting Specialist)

	Distribution:  
	All Agencies


OPEN TO:

All FSNs
POSITION:

Accounting Specialist
OPENING DATE:
July 13, 2010
CLOSING DATE:
July 28, 2010
WORK HOURS:
Full-time; 40 hours/week

SALARY:
*Ordinarily Resident (OR): FSN-07 Step 1 $11,914 p.a. (Starting salary) plus $3,000 benefits and allowances.

NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.

The U.S. Embassy, Sana’a is seeking individual for the position of Accounting Specialist USAID.

BASIC FUNCTION OF POSITION 
The incumbent serves as the accounting technician for program funds for USAID/Yemen.  The Program Accounting Technician is responsible for analyzing, evaluating and coordinating all accounting related matters for a portfolio of 5 to 10 projects with a current obligation value of over $50 million, involving a wide variety of implementing documents, contract types and financing arrangements. The incumbent maintains continuing dialogue with approximately 5 to 10 project officers in carrying out the foregoing responsibilities.  The incumbent also assists the Mission’s financial analyst and budget assistant, assuming their functions when they are absent.
MAJOR DUTIES AND RESPONSIBILITIES:
A. Perform Project Accounting Operations                       50%

Designs and directs the establishment of effective control mechanisms and procedures to ensure the accuracy, consistency and timeliness of project accounting activities. Such mechanisms/procedures relate to the obligation, earmarking, contracting and paying documents prior to posting; the coordination of posting of the fiscal information; and the preparation of various accounting reports. 

Provides clearance for various commitment and obligation documents such as Assistance Objective Agreements, Project Agreements, MAARDS, contracts, purchase orders, Cooperative Agreements and Grants. Validates these documents for funds availability, budget reasonableness and adherence to USAID and Mission policies, rules and regulations.  Incumbent is responsible for coordinating timely & accurate recording of all related financial information into the Phoenix accounting system through USAID/Egypt FM office.

Provides feedback, clarification and any supporting documents to USAID/Egypt and tracks, follows-up on, and coordinates with USAID/Egypt FM posting all USAID/Yemen charges made by other Missions or USAID/W, through DOs and IPAC and coordinates posting to Phoenix of program and OE funded payroll charges made by Bangkok, to maintain clean accounts and cash reconciliation status. 

Manages, records, and provides guidance to AOTRs/COTRs in preparing and completing accruals, 1311 reviews, the de-obligation/re-obligation processes, and planned expenditures for Yemen Portfolios.

1. Tracks, follows-up, and takes actions on all USAID/Yemen program outstanding advances, until they are liquidated.

2. Provides guidance and assistance and, when necessary, trains project personnel, on regulations and procedures of USAID accounting systems, and procedures supporting and controlling the automated system.

B. Voucher Preparation  
30%

Prepare payment vouchers for a wide variety of program and some OE-funded expenses for processing by USAID/Egypt, ensuring accuracy and compliance with agency regulations.

C.  Backstop the Financial Analyst and Budget Analyst
20%

Assist the Financial Analyst and Budget Analyst in performing their duties, as requested.  

QUALIFICATIONS REQUIRED

NOTE:  All applicants must address each selection criterion detailed below with specific and comprehensive information supporting each item.

A. A. Education:  Completion of two years college study in accounting, finance or business administration is required or a Bachelor’s degree in accounting, finance or business administration is required.  Professional certification such as CPA is an advantage.

B. Prior Work Experience:  Two to four years of progressively responsible accounting and/or auditing experience, required.  At least two years of U.S. Government accounting experience is an advantage.  At least two years experience working with or in international firms or organizations is required.  

C. Post Entry Training:  Specialized training courses in US Government accounting, USAID Financial Analysis, USG Contracting, and automated accounting systems.

D. Language Proficiency:  Arabic & English fluency is required (Level IV).

E. Knowledge:  A thorough knowledge and understanding of professional accounting principles, theories, practices and terminology are required.  Complete familiarity with USAID accounting policy, procedural and reporting requirements are highly desirable.  General familiarity with other relevant USG (GAO, OMB, and Treasury) policies and regulations; contracting regulations; and Mission Accounting and Control System (MACS) procedures, requirements and conventions are desirable.

F. Skills and Abilities:  A high level of analytical skills and ability to deal with complex numeric matrixes, formulas, and logical flow and composition of numbers, are required. Demonstration of good judgment and decision-making abilities and skills to effectively carry out assigned duties are highly desirable.  The ability to understand the capabilities and limitations of Phoenix accounting system and to provide effective advice to Project Officers and other concerned individuals is desirable.  Initiative and resourcefulness to identify and evaluate accounting policies and practices requiring correction and/or modification, and to formulate effective recommendations are required.  Excellent interpersonal skills are required.  Ability to effectively communicate with non-accounting personnel and to explain requirements, practices, policies and potentials is preferred. Must be able to work under pressure and meet deadlines.

SELECTION PROCESS

When fully qualified, US Citizen Eligible Family Members (USEFMs) and US Veterans are given preference.  Therefore, it is essential that the candidate specifically address the required qualifications above in the application. 

ADDITIONAL SELECTION CRITERIA

1.  Management will consider nepotism/conflict of interest, budget, and residency status in determining successful candidacy.  

2.  Current employees serving a probationary period are not eligible to apply.

3.  Current Ordinarily Resident employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee Performance Report are not eligible to apply.

4.  Currently employed US Citizen EFMs who hold a Family Member Appointment (FMA) are ineligible to apply for advertised positions within the first 90 calendar days of their employment.

5. Currently employed NORs hired under a Personal Services Agreement (PSA) are ineligible to apply for advertised positions within the first 90 calendar days of their employment unless currently hired into a position with a When Actually Employed (WAE) work schedule.

6. (As required):  The candidate must be able to obtain and hold a (insert appropriate level) security clearance.

TO APPLY

Interested applicants for this position must submit the following or the application will not be considered: 

1. Application for US Federal Employment (SF-171 or OF-612); or

 a current resume or curriculum vitae that provides the same information as an OF-612; plus
2.  Candidates who claim US Veterans preference must provide a copy of their Form DD-214 with their application.

3. Any other documentation (e.g., essays, certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above.

SUBMIT APPLICATION TO
Human Resources Office (or Admin Office)

P.O.Box 22347

Sanaa - Yemen

E-mail address: hrosanaa@state.gov
DEFINITIONS

1. US Citizen Eligible Family Member (USEFM) – For purposes of receiving a preference in hiring for a qualified position, an EFM who meets the following criteria:

· US Citizen; and,

· EFM (see above) at least 18 years old; and,

· Listed on the travel orders of a direct-hire Foreign, Civil, or uniformed service member assigned to or stationed abroad with a USG agency that is under COM authority, or at an office of the American Institute in Taiwan; and either:
1. Resides at the sponsoring employee's or uniformed service member's post of assignment abroad or at an office of the American Institute in Taiwan; or
2. Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2.
2. EFM:  An individual related to a US Government employee in one of the following ways:

· Spouse;

· Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support.  The term shall include, in addition to natural offspring, stepchildren and adopted children and those under legal guardianship of the employee or the spouse when such children are expected to be under such legal guardianship until they reach 21 years of age and when dependent upon and normally residing with the guardian; 

· Parent (including stepparents and legally adoptive parents) of the employee or of the spouse, when such parent is at least 51 percent dependent on the employee for support;

· Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, or of the spouse, when such sibling is at least 51 percent dependent on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support.

3. Member of Household (MOH) – An individual who accompanies a  direct-hire Foreign, Civil, or uniformed service member permanently assigned or stationed at a U.S. Foreign Service post or establishment abroad, or at an office of the American Institute in Taiwan.  An MOH is:

· Not an EFM; and,

· Not on the travel orders of the sponsoring employee; and,

· Has been officially declared by the sponsoring USG employee to the COM as part of his/her household.

A MOH is under COM authority and may include a parent, unmarried partner, other relative or adult child who falls outside the Department’s current legal and statutory definition of family member.  A MOH does not have to be a US Citizen.

4. Not Ordinarily Resident (NOR) – An individual who:

· Is not a citizen of the host country; and,

· Does not ordinarily reside (OR, see below) in the host country; and,

· Is not subject to host country employment and tax laws; and,

· Has a US Social Security Number (SSN).  

NOR employees are compensated under a GS or FS salary schedule, not under the LCP.

5. Ordinarily Resident (OR) – A Foreign National or US citizen who:

· Is locally resident; and,

· Has legal, permanent resident status within the host country; and, 

· Is subject to host country employment and tax laws.  

EFMs without US Social Security Numbers are also OR.  All OR employees, including US citizens, are compensated in accordance with the LCP. 

CLOSING DATE FOR THIS POSITION:  July 28, 2010
An Equal Opportunity Employer

The US Mission in Republic of Yemen provides equal opportunity and fair and equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital status, or sexual orientation.  The Department of State also strives to achieve equal employment opportunity in all personnel operations through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief.

Drafted: HR: SIstrola

Cleared: AID: CCaryle 
Approved: MO: HJohnson
