Position Vacancy Announcement

The United States Agency for International Development/Bangladesh (USAID) invites applications from Bangladeshi nationals for the position of Voucher Examiner for the Mission’s Office of Financial Management (OFM).
The Voucher Examiner is primarily responsible for examining a wide variety of program funded vouchers, invoices, and other requests for payment for goods and services received for the implementation of the foreign assistance program (program funds) under the Mission’s strategic objectives.  The incumbent is also responsible for preparing and examining other more difficult administrative-type vouchers, which include United States Personal Services Contract (USPSC) payroll, international travel vouchers and entitlement claims, such as Foreign Transfer Allowance, Education Allowance, Pre departure Subsistence Allowance, Medical claim etc.  The incumbent maintains communications with the vendors, contractors and employees to provide guidance and to interpret the Agency’s voucher examination requirement and/or to request additional information regarding proposed payments.  This position reports directly to the Supervisory Voucher Examiner.
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:  Completion of 2 years College degree or diploma is required.  A Bachelor of Science/Arts or equivalent level in accounting, finance or business administration is desired.     
2.  Language Proficiency:  Good working knowledge of both written and spoken English is required at a high level, and competitive applicants will undergo testing to document their language ability.  Must be able to write and speak in a concise and thoughtful manner on financial and organizational issues, and must communicate effectively with English speaking staff members, the general public, and customers.  
3.  Prior Work Experience:  The applicants must have three to four years of progressively responsible experience in payment processing or related fiscal work. A minimum of two years with an international private, nonprofit, or public agency or an international organization, progressively involved in voucher examination and accounts payable functions is desired.  Must be computer literate with a minimum of two years experience on computerized accounting applications.  Must have a sound knowledge of financial spreadsheets, international payroll operations and accounting procedure.

4.  Knowledge:  Applicants must have general knowledge of payment and payroll. Specific knowledge and understanding of complex computerized accounting and payment systems is desired.  Working knowledge of public payment processing requirements with comprehensive understanding of the Prompt Payment Act and the Mission Accounting System (PHOENIX) is preferred. 
5. Skills and Abilities: 
· Ability to closely examine payment requests and to detect all arithmetical errors and instances of duplicate, excess or unauthorized claims is required.  
· Competency in the use of financial spreadsheet and word processing applications and other financial management programs in the performance of their duties are required. 
·  Ability to collect and present facts and recommendations in a clear, concise manner, both orally and in writing is required.  
· Applicant must be a service-oriented team player with sound interpersonal skills; be able to communicate effectively and maintain cordial working relations with American and FSN colleagues, representative of Non-Government Organizations and international entities and be able to deal with 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. 
