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1; POST 12. AGENCY 3. POSITION NO.I· 

WINDHOEK .. NAMIBIA U:SAID 300·007 
4, REASON FOR SUBMISSION o l· Reclassification: This posU:ion replace:s 
a 

Position No. . 300...007 (Title) CHIEF ACCOUNTANT (S·eries) 430 (Grade) 

No. (Title) (Series) (Grade) 

b New Position 

6 Other (explain) 

5. CLASSIFICAliON ACTION 
a Post Classification Authority 
Edith Humphreys, EXO 

. bOther 

Position Title and Series Code 

C~HIEF ACe·OUNTANT (430) 

Grade 

FSN·12 

fnjti~~s Date 

c Recommended by Ini'tiating 
Office C·HIEF ACCOUNTANT 

6. POST TITLE OF POSITION (if an
CHIEF ACCOUNTANT 

8. MISSION OR OFFICE 
U5AID I NAMIBIA 

y) 7, NAME OF EMPLOYEE 

c Third Subdivision 

a First Subdivision 
OFFICE OF THE C:ONTROlLER 

d Fourth Subdivision 

b Second Subdivision e Fifth Subdivision 

9. This is acomplete and aCQurate description of the 10. This is acomplete and accurate description of the 
duties and responsibilities of my posUio.n. dun:es and responsibilities of this position. 

Signature of E.mployee Date Signature of Local Supe,rvisor Date 

11. This is a complete and accurate description of the 12.1 have satisfied myself that this is an accurate 
duties and responsibi.lities of my position. There isa description of this position and 1certify that it has been 
valid management need for1his position. nlassified in accord·arlee with appropriate local Emp.loyee 

Position Classification Standard. 

,L JekJ /J1aL

I . 
I Debra MoselISignature of American Supervisor 
l,,"" • .__~ ____.. 



13.BASIC FUNCTION OF POeITI·ON 

Provides direct assistance to the U,SA1~D Directort personally performing difficult and complex 
technical pragra,m budgeting and. a.nafysist operating expense budget ana.lysis. accounting 
duties t and provi·ding supervision a:n:d training of local sts:ff in th·e ControllerfsOffice~ Serves as 
the princi>pa.1 professional finainci,al expertFSN in the Mission and works, closely with the USAID 
/ Southern Africa Re.gional Financial Manageme·nt Office. O·versees the management of the 
USAID I Namibia Contro:IJers Office and provides professional advice directly to M·ission 
Managem,enton USAID accounting regulations. 

14. MAJOR.DUTIES AN·D RESPONSIBILITIES 

De:vel.ops .a·nd coordlnatespreparation ofdetail,ed budget information and analysis for technical 
and program staff;. ,providing expert advise on operatin'Q expens,e and project budgetin.g t 
methods.. of financing and implementation, and program planning and analysis assistance. 
Ensures that all approve:d program and operating expense bUdgets are imple·mented in 
accord;ance with U.S. Government laws and re'gulations. 20% 

Provides close supervision and training~ guidance and advice to Controller Office staff (a total 
of three (3) FSN staJf on aU aspects of obligation of USAID funds, cost a.nalysis interpretation 
of applicable U·SAID fiscal regulations and laws affecting the obligation of official funds. 
Ensures compliance with both local and U.S~ re'Qulations and laws. 20% 

Esta.blis:hes and maintains aU accounting systems for appropriated doUa·r funds for operations 
and program purposes. Makes projections for use of future project expenditures from Phoenix 
Reports showing accrual data and account b:alances. Provides periodic reports on the 
financial status of current programs to Mis,sion Management.. Participates in the installation 
and implementation of financial ms:na:gement systems. Monitors and report·s on the 
effectiveness of each system. 

10% 

Conducts a continuous review of oblig:.a:tion docunlents for the purpose of ensuring maximunl 
efficient use of USAID fund:stmak.ing recommendations to the Regio·nat Financial Management 
Office with respect to items requiring adjustments in program management and mission 
operating ·expense funds. Establishes effective pre-validation procedures I systems to ensure 
obligations are for authGrized ne,eds only. Frequently holds discussions w'ith the Regional 
Financi,aIMan:agement Office management to inform and receive guidance to make decisions 
regarding the use· of funds. 10% 

Develops scopes o·f work and conducts fin'sncial reviews and assessments of grantees or Host 
Government agencies in order to ascertain the·ir capability· to manage and implement USAID 
projects. Advises Host Government and grantees on USA1D procedures and special 
requireme·nts related to grants and lo'ans.. Reviews proposed contraots for oompliance with 
applicable laws, regulations andmanag:emen:t requlrements. Provides expert. technical advice 
to host country officials on Host C.ountry contractin:g. Monitors imple.mentation of aU Host 
Co:untry activities making recommenda.tion::$ for neoessary amendments. c:hangesf etc. 
Advise>s on closi ng audit recommendations and conducts tests of eompleteness. 1"/0 

Provides authoritative guid·ance to mission m.anagement an:d controller's staff in matters 
affecting use and limitations ofapp:ropriatedfunds tran.sportatio·n ofpersons and good:s, travel r 

regulations l allowances and other related matters. Advises and ·assists the Executive Officer, 
Cognizant Technical Officers., Progra.m Officer in various aspects of ICASS program financialJ 

mana.gement, financial matters related to personnel and transportation. and H>ost Government 
accounting procedures. 10°/0 



Supervises aU financial management functions and activities including Financial Analysis at 
USAID I Na:mlbja, ensuring: timely completion of all accounting and financial reporting 
requirement5~ 10% 

Regularly meets with USAID I Namibia Strategic Objective Team Les:ders and members o·n 
fins:ncial implementation of program: activities and financial and payment procedures to be 
followed .. Monito·rs t:he status of SO aotivitiesincluding advances, pIpeline and th:e operational 
year budg:et (OYS) in collaboration with the Progra:m Office. 5% 

Provides technical guidance and advice to the accounting staff for payment vouchers 
submitted for payment against sub-commitments having unique or peculiar provisions of 
allowable costs or provisions outside those norms:Uyen.countered in USAJD project 
i:mplementation. 5% 

Superv'isory activities include re:sponsibility for technical training and guidance, follow.up on 
deac.tlines and work quality, writing/revising positio:n descriptions, participating in the 
recru:itment of subordinate staffJ performance managementt training and career management, 
and pe·rformance counseling.~ 

Learning: Malntaio:s Job knowledge and skills through o·n-line training, speoialized US..AID 
training opportunities and own initiative in the areas of Real Property Mana:gement Property 
Management. GSa operafionst and l.nformatioA Technology. Continuously scans the 
environment for b·ast practices and new applications to enhance operation.s in the incumbent's 
functional areas and shares new knowledge with subordinate staff, colleagues and 
supervisors. Employ'ee needs to take initiative to learn and be fully functional in his/her area. 

15. REgUIRED QUALI'FICATIONS 

Education 

University Degree in A,ecount.ing 1 Finance or Business Administration is required. 

Prior Work Experience 

Se:ven years of progressively responsible e:xperience in pubJ.ic or private accounting afte r 
university is require·d..Five years of supervi·sory experienoe is preferred. It is preferred if at 
least 3 years of this experience is with a USAID Mission~ A professional certification in 
accounting or management accounting is highly desirable. 

Post .Entl)l Training 

Appropriat.ions Law Semins.r 
Federal G'overnment Accounting 
Financ.ial Man,age.ment Overview 
Mana.gem:ent SkUI 
Phoenix SME Training 
Supervisory Skins Course 
WinACS for Cashier Supervisors 

LanguagFJPronciency 
Level IV English both written and oral. 

Know1eqge 

A thoroug:h knowl:edgeand understanding of professional accounting principles, theories, 
practices and terminology as wen as the principles and procedures of the U~S, .and Nam:ibia 



and business financial ac:countingtbudgeting and re:porting.A thorough k'nowledge o;f laws, 
regulations and procedure·s associated with USA1D financial management 

Ski.1.I$ ~flq Apil1Ji~$ 

A high level of an:al.ytical and soundjudgment is required. Must be able to compile and 
pre:sent a great deal of detaU'ed infomlatian in a concise andprofessionaf manner. Must be 
capabl:e of supe:rvising other Controller Offioe staff1 and dlre,cting a complex accQunti:ng 
operation. Maintaining effect.ive working relatio:ns with American personnel in USAID and 
other USG Agencies. Must have strong word processing and spreadsheet skills using 
Microsoft Word, EXicel, a'nd ACCESS. 

Within the required probationary period, incumb·ent is expected to demonstrate thorough 
knowledge of US federal :Iaw's, regulations and pro;oectures associated with AID financial 
managemen't, knowledge of USAID systems, business practices. reporting and anafys.is, 
understanding of US Government procurement regulations. ability to :prepare both 
automated 3.nd manu:al financial reports and statement in acco'rdance with applicable US 
accounting standard·s, an understanding of the federal bud:get process, and good 
supervisory skills. 

16,. PO:SITION. ELE.MENIS 

Sup8:iVisionReceived 

The incumbent reports to the Regional Fins:ncial Management Office's controller a.net 
receives daily on-site supervision from the USAID J Namibia Assistant M4ssion Director. 
The incumbent is expected to be able to work independently. 

Time Required to PertOlJJJ.:fLJ.!l..BanQf#HQfPt!fil!$.: 
E'ighteen to twenty-four months. 

AvailabJe Guidelines 

-- ADS
 
.- AIDAR
 
- Code of Federa:1 Regulations (C.FR)
 
-- current accounti'ngliterature
 
- Department of State Standardized Regulations (DS8R)
 
-- Foreign Affairs Handbook (F,AH)
 
- Standardized Regulatfons} Foreign Affairs Manual (FA.M)
 
- Foreign Affairs Regulations (FAR)
 
-ForeignTransportation Regulations (FTR)
 
- FSTR Regulations
 
- GAO decisions
 
- OMS Clrculars
 
- US General Services Administratio'n (GSA)
 
- USAID Fina.nciaIMa.nag:efTle:nt BulJ;etins
 
- USAID Staff Development Programs
 
- USAID I Southern Africa controller operating procedures
 

Exercise of Judgment 

T'heincumbent must exercise sound and indet:lendent judgment 

Auttl.orjtvtQHMak~.Com.mitme:nts 



The incumbent doe:s not carry authority I responsibility to make c:ommitments on behalf of 
U5AID. 

Nature, Level ElIlO PJ!l12P$£#()fHC~·I1'~Q"~ 

Involves the developme:nt and maintenan:ceof contacts wi:th senior to high ·level U.S. 
government officials and mid to high level hos:fgov·ern:ment and· busi·ness offi·eiaJs.. 

Supervision Exercised 

The position .is supervisory in nature; the incumbent is responsible for the oversight of the 
Controllet's Office and all staff within said office. 


