Position Vacancy Announcement

The United States Agency for International Development/Bangladesh (USAID) invites applications from Bangladeshi nationals for the position of Supervisory Voucher Examiner for the Mission’s Office of Financial Management (OFM).
The Supervisory Voucher Examiner is responsible for the supervision of  Voucher Examiners in overseeing the payment and accounts receivable operations and payroll functions. He/She reviews/processes project and operating expense/trust fund vouchers and maintains the integrity of the data input into the Mission Accounting System (PHOENIX). The incumbent is responsible for planning and organizing the work in the Payment Section, providing guidance and direction to the Voucher Examiners and resolving complex payment issues. The employee is also responsible for the scheduling of all payments through the United States Disbursing Offices (USDOs) in Kansas City, FSC/Bangkok, and the trust fund account in Dhaka. The incumbent is responsible for helping educate Mission staff in proper timekeeping procedures, in providing Mission management with routine management reports on payments and responding to inquiries from Mission employees and outside vendors/payees. This position reports to the Chief Accountant.
Required Qualifications:

Applicants must be able to pass security clearance and health screening for fitness to work.  Women and minorities are encouraged to apply.

1.  Education:  Bachelor of Commerce (B.Com) or Bachelor of Business Administration (BBA) with emphasis in business finance or accounting is required.  
2.  Language Proficiency:  Fluency in spoken and written Bangla is required.  English reading, writing, and speaking skills are required at a high level of proficiency.  Competitive applicants will undergo testing to document their language ability.   Must be able to communicate concisely and effectively with other mission staff, contractors, vendors and representatives of recipient organizations.  On occasion, may be expected to act as an interpreter in situations where considerable importance attaches to proper word meaning.    
3.  Prior Work Experience:  The applicant must have a minimum of five years of progressively responsible experience in voucher examining, accounting, and related fiscal work, with preferably two of the five years in an international organization.  Applicant must be computer literate with a minimum of three years experience on accounting applications and possess a sound knowledge of Microsoft financial spreadsheet applications.  Two/three years of supervisory experience is required for this position.  
4.  Knowledge:  Applicant must have a thorough knowledge and understanding of professional accounting principles,  theories, practices and terminology, and payroll and benefits. General knowledge of various methods of payment practiced by other international donors, non-governmental organizations (NGOs), private voluntary organizations (PVOs), parastatals, and various embassies is highly desirable. General knowledge of Bangladesh laws, regulations and procedures which may impact, on the USAID payment process (i.e., Value Added Tax (VAT), payroll tax, etc.) is required. A comprehensive knowledge of and demonstrated expertise in USAID voucher examination procedures, the Mission Accounting System (PHOENIX), and USAID organization and operations in general is desirable.  
5. Skills and Abilities: 
· A very high level of analytical skills, professional expertise and sound judgment 
· Strong supervisory and management skills to effectively supervise the Voucher Examiners and to direct and coordinate various elements of a complex payment operation. 
· Applicant must be able to maintain effective and cordial working relations with Mission employees and with external customers.  
· Demonstrated ability to apply professional accounting practices, principles, and theories to all USAID accounting procedures; 
· Communication skills enabling applicant to respond to all payment inquiries and convey financial information in a concise and professional manner at all levels within the Mission and externally. 
· Demonstrated ability to exercize initiative and work independently.
· Ability to closely examine payment requests and to detect all arithmetical errors and instances of duplicate, excess or unauthorized claims.  
· Competency in the use of financial spreadsheet and word processing applications and other financial management programs, including development of reports.
·  Ability to collect and present facts and recommendations in a clear, concise manner, both orally and in writing.  
· Applicant must be a service-oriented team player with sound interpersonal skills; able to deal with colleagues within the Mission, customers, and the public in an informative, direct and non-aggressive way on delicate payment issues.

Interested applicants must submit a resume along with a one page cover letter stating level of education, experience, etc. that describes key experiences and perspectives which demonstrate how they qualify for this position.  Please submit to the Human Resources Section, GPO Box 2593, Ramna, Dhaka-1000, no later than April 17, 2008.  Only short-listed candidates will be notified. 
