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VACANCY 

Administrative and Finance Assistant
DUTY STATION:

Guyana
SECTION:

Operations
DATE OF ENTRY:

1 February 2010
TYPE OF CONTRACT:           Fixed Term
LEVEL:


GS-6
PURPOSE OF POST:

Under the general supervision of the Operations Manager the incumbent performs finance support functions for the Guyana Office, which also includes the Suriname and Trinidad Tobago Offices.

MAIN DUTIES AND RESPONSIBILITIES:
	· Reviews documentation submitted for Guyana, Suriname and Trinidad for payments and ensures compliance with UNICEF’s financial rules and regulations and HACT process including accuracy of general ledger coding.

	· Allocate, monitor and report on Support Budget and Cross sectoral funds by checking monthly expenditure reports to ensure that charges are properly allocated and allotments are not exceeded.  

	· Reconciles all general ledger accounts on a monthly basis and ensure that the PAR and VAT accounts are cleared.

	· Prepares monthly and quarterly cash forecast for Operations and consolidates the cash flow forecasts submitted by the Project Officers in Guyana, Suriname and Trinidad to ensure that the bank accounts are sufficiently liquid to facilitate programming. Prepares variance analysis on actual cash flow and budgeted on a monthly basis and uploads information unto the Intranet.

	· Render support to Programme Assistants in HACT process including conducting integrity assessments for new NGOs and counterparts to ensure adequate internal controls in place and submit report to CRC for review.

	· Interprets and provides guidance on administrative rules, regulations and procedures to Guyana, Suriname and Trinidad Offices.

· Prepares payroll for Guyana and Trinidad.

· Facilitates monthly closing of accounts. Ensures that all monthly reconciling items are processed in a timely manner. Forwards all monthly and quarterly reports required to NYHQ in a timely manner. 
· Drafts Contracts for consultants for support and cross sectoral funded activities for approval and prepare payments for Consultants ensuring compliance with UNICEF’s rules and regulations. 

	· Prepares journal vouchers, when necessary and for approval of the Operations Manager, to correct inaccurate entries, to transfer funds between accounts, and to liquidate obligations no longer required. Monitor external expenditures and VCU and take appropriate action in consultation with OO.
· Ensures that all disposals of Non Expendable Property are properly authorized and recorded. 

· Co-ordinates with Operations staff in Trinidad and Surinam to ensure that all year end schedules are prepared in a timely manner and submitted to NYHQ.

· Processes travel advances and liquidate travel claims for all staff in the Guyana, Suriname and Trinidad Offices.

	· Performs any other duties assigned.



QUALIFICATIONS

A University degree in Accounting and Finance, AAT or completed the ACCA level 11 examinations. 
EXPERIENCE
1. At least five years experience demonstrating sound financial knowledge in the preparation of financial reports, record-keeping and administering contracts.  Previous relevant experience an International Organization, an asset
2. Excellent report writing skills.

3. Proficiency in Microsoft Office Suite

4. Ability to work with minimum supervision.
LANGUAGES

Excellent command of English.  A working knowledge of Spanish will be an asset.
OTHER COMPETENCIES:
Commitment, Drive for Results, Embracing Diversity, Integrity, Self-Awareness and Self Regulation, Teamwork. Managing Stress, Communication, Planning, Flexibility, Tact and Managing Resources.
In addition must be able to acquire an understanding of UNICEF’s mission, values, goals and objectives, of UN Mission and System, International Code of Conduct and UNICEF Guiding Principles.

APPLICATIONS:

Letter of Application with updated CV and completed UN-P11 Form must be addressed and sent by e-mail to:



The Representative
UNICEF, 

72 Brickdam, 

Georgetown 


 

georgetown@unicef.org
CLOSING DATE:

23 November, 2009

UNICEF is an equal opportunity employer.

Applications will be considered only if accompanied by an updated CV and P11 form, as well as the two most recent PERs/Evaluations (mandatory for UNICEF & UN candidates). 
Regret letters will only be sent to shortlisted candidates.
UNICEF is committed to gender equality in its mandate and its staff. Well qualified candidates, particularly women are strongly encouraged to apply.
