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UNICEF SUPPLY DIVISION

 ACCOUNTING OFFICER, L-3 (Temporary fixed-term assignment for 18 months)
PURPOSE OF THE POST

As a part of a the Financial Management and Administration Centre, and under the supervision of the 
Accounting Manager of the Accounts and Invoice Certification Unit, responsible for the supervision of the Invoice Certification and Accounts Unit. 
Main Duties/Responsibilities:

1. Monitors and ensures that Invoice Certification and Approval systems, transactions, policies and reports comply with UNICEF Financial Rules and Regulations, SD procedures and third party requirements.
2. Perform the role of Approving Officer; examine the certified invoices and supporting documents to ensure the invoice agrees to the original authorisation and post the transaction in FLS
3. Manages the processes relevant to warehouse inventory costing, G/L account analysis and reconciliations, and internal controls. 
4. Manages the freight clearing process.  Using excel pivot tables to summarize transactions and report to country offices; follow up on obtaining alternate funding sources and ensuring transactions are cleared in a timely manner 

5. Evaluates operational accounting controls and recommends changes in financial system (e.g. FLS modules) and procedures to meet new requirements. Recommend system and process changes and improvements identified during performance of duties and responsibilities and for effective automation of manual processes. 
6. Initial focal point for country office staff to obtain alternate funding sources for direct orders or other cases of budget shortfalls, and ensure responses made to country office queries in a timely manner.  Also the initial focal point for supplier queries. 
7. In consultation with the Accounting Manager, provides authoritative interpretation and advice on the handling of and accounting for unusual, difficult and complex invoice certification issues and warehouse accounting cases. 
8. Supervises the day to day operations of the Invoice Certification and Accounts  Unit. Establishes work plans and sets priorities for the Unit and monitors performance. Develops appropriate guidelines for the effective functioning of the unit to meet critical deadlines. Provides relevant training and guidance to enable staff to function efficiently.
9. Any other duties as requested by the Accounting Manager/Centre Chief. 
QUALIFICATIONS AND EXPERIENCE:
Education:
Advanced degree or equivalent in Business Administration with concentration in accounting, financial management or equivalent professional qualifications. 
Work Experience:

At least five (5) years of relevant and progressive and successful work experience at the national and international levels especially in the areas of financial management, accounting and/or audit, including extensive work experience in a computerized accounting environment. Supervisory experience in the Accounting or Invoice Certification function is an asset. 
The successful candidate should possess the following competencies:
•
Proven problem solver with the ability to resolve unique situations where no previously established procedure exists
•
Demonstrated analytical skills and attention to detail.

•
Ability to prioritize and meet deadlines.

•
Very good knowledge and experience on the use of computer applications, including good knowledge of excel in particularly the use of pivot tables. Knowledge of SAP/R3 is desirable. 
•
Good communication, customer service and interpersonal skills.

•
Well-organized and able to establish harmonious working relations in an international and multi-cultural environment.
· Planning and monitoring skills; ability to organize work involving large volumes of transactions and also ensure appropriate follow-up.
· Ability to work independently and problem solving oriented.

· Ability to make timely and quality judgments and decisions under pressure.

· Commitment to continuous learning for professional development.

Languages:

Fluency in English. Working knowledge of another UN language desirable. 
Remuneration:

UNICEF’s salary and benefits package is based on the United Nations Common System. For further information on the UN Common System salaries and benefits, please visit the United Nations Web site at www.un.org/Depts/OHRM . (Please note that this salary scale is based on a 40 hour work week, whereas UNICEF Copenhagen works a 37 hour week with pro-rated salary.)
Please send detailed resume, cover letter and completed United Nations Personal History Form, in English, quoting “Accounting Officer-IPSAS” to dangsrecruit@unicef.org.  Queries can be directed Bill Jeffrey, at: wjeffrey@unicef.org. The UN Personal History form can be found at the following web address:  http://www.unicef.org/supply/index_employment.html
Applications for this position must be received by 11 November 2008.

Applicants must have valid working permit for employment in Denmark.

Acknowledgements will be sent only to short listed candidates.
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