
   

 
 

 
 
Reference No.:    674-16-10012 
 
Position/Salary Range: Accountant  

FSN-10: R 443,542.00 – R 620,961.00 (Full performance - Basic Salary)  
FSN-09: R 315,711.00 – R 442,046.00 (Trainee level - Basic Salary) 
Additional benefits include miscellaneous allowance, medical and pension fund 
subsidy, and dependents’ education assistance subject to qualification. 

      
Open To: South Africans and South African permanent resident permit holders. 
 
Location:   USAID/Southern Africa  
    Regional Financial Management Office (RFMO) 
    Pretoria, South Africa 
 
Opening:   January 29, 2016  
 
Closing:    February 12, 2016  
 
Work Hours:   Full-Time; 40 hours/week  

 
USAID/Southern Africa, an equal opportunity employer, seeks applicants for the above position.  
 
English language fluency (Level IV English), both in oral and written communications, is a requirement for this 
position. Interested applicants who do not meet this qualification ARE ENCOURAGED NOT to apply as their 
applications will not be considered. 
 
Basic Function of Position: 
USAID/South Africa’s Regional Financial Management Office (RFMO) provides financial and accounting services 
to USAID missions in South Africa and Angola, as well as the USAID Representative Offices in Namibia and 
Botswana, in addition to the non-presence countries of Lesotho and Swaziland. RFMO also provides financial and 
accounting services to the bilateral and regional President’s Emergency Plan for AIDS Relief (PEPFAR) programs 
and the Power Africa Initiative (PATA). RFMO advises on and analyzes the State International Cooperative 
Administrative Support Services (ICASS) budget and invoices and prepares and manages the annual ICASS 
Alternate Service Provider (ASP) budgets.  RFMO bills for services provided to PEPFAR, the Regional Inspector 
General (RIG), client missions, and other Federal agencies based at the Ubunye Office Building. RMFO services 
include accounting, audit management, budgeting, payment processing, technical guidance, and staffing coverage. 
The accounting activities for USAID/Southern Africa include the review and posting of more than 7,000 entries 
each year to account for at least $700 million in program funds and $20 million in operating expenses budgets. 
 
The Accountant position is located in RFMO’s Accounting Unit, which includes 1) one (1) Deputy Controller, 2) one 
(1) Chief Accountant (FSN-12), 3) one (1) Senior Accountant (FSN-11), 4) three (3) Accountants (FSN-10), and 5) 
three (3) Accounting Technicians (FSN-9). The Unit provides a full range of accounting and audit management 
support for the Regional Southern Africa Mission and its client missions (Angola, Botswana, Lesotho, Namibia, and 
Swaziland).  The Accountant position is responsible overseeing the maintenance and routine review, reconciliation, 
and balancing of accounting records for, and reporting on, operational expenditures and technical program 
projects.   
 
The incumbent is accountable for ensuring the establishment and maintenance of financial systems, records, and 
documents that are legal, ethical, accurate, and complete. S/He also responsible for ensuring integrity of the 
accounting systems by conducting constant review and evaluation of internal accounting and control procedures 



   

and coordinating responses to audit recommendations including development of corrective systems or procedures 
as they relate to USAID / Southern Africa’s RFMO Accounting Division. 
 
The incumbent is responsible for operating USAID information systems and information security to a level of 
“Separation of Duties,” “Individual Accountability,” and “Need to Know” as defined in ADS 545.3.2.1 and in the end 
note. 
 
Major Duties and Responsibilities: 
1. The incumbent has direct responsibility over the Mission’s accounting system, Phoenix, the main source of 

the Mission’s management and accounting information, for assigned portfolios. S/He guarantees the integrity 
of the accounting data; determines the adequacy and validity of source documents; provides funds control for 
funded activities, including budgetary allowances, commitments, obligations, sub-commitments, and sub-
obligations; and ensures that commitment and obligation documents are certified for the availability of funds 
and recorded in Phoenix prior to releasing them for execution.  S/He also provides financial management 
advice on the control, monitoring, and reporting of mission and regional project activities. The incumbent 
directs and monitors the work of the assigned Accounting Technician (FSN 7/8), who maintains accounting 
records. 

 
2. The incumbent assists in the development and preparation of detailed budget information and analysis for 

technical and program support costs as well as preparation of the Program and Operating Expense (OE) 
funded operating cost budgets for the annual budget submission and a range of budget requirements 
throughout the year.  S/He serves as the liaison to the client missions for the annual budget submission and 
assists in the preparation of the operating costs section as required by the client post. The incumbent 
provides expert advice to Mission accounting personnel and client missions on all ICASS related matters. 
S/he compiles and justifies the annual ASP ICASS budgets (Internal Support, Embassy and Ubunye Offices) 
from source documents to the final computerized product using the ICASS software. S/he is responsible for 
monitoring all aspects of the execution of the ASP ICASS budget throughout the year. This requires periodic 
audits of financial procedures and regular review of ICASS financial reports, to include review of the data 
input, analysis and interpretation of financial data, and constant monitoring of recorded obligations and 
working capital budget allowance. The incumbent  prepares annual ASP bills and obtains customer agencies’ 
approvals.  

 
3. The incumbent performs Phoenix closings and prepares  reports required by Washington, including technical 

audits of data to confirm compliance with reporting requirements. S/He reviews Global Acquisition and 
Assistance System (GLAAS) requisitions to ensure proper funding strips and correct accounting codes are 
used. S/He periodically analyzes accounting data, prepares reports showing trends (favorable/unfavorable) or 
deviations from approved budgets/plans, and makes recommendations addressing deviations, thereby 
facilitating and contributing to the Mission decision and policy-making process.  The incumbent performs 
analytical reviews of accounting data to ensure reports are accurate and completed in a timely manner. S/He 
oversees performance of periodic and regular Section1311 reviews of all outstanding and un-liquidated 
obligations and the preparation of quarterly accruals of project and OE funds, ensuring timely follow-up. S/He 
prepares financial management reports as required by AID/W, Mission Management, and client missions.   

 
4. The incumbent ensures the integrity of the accounting systems by conducting routine reviews and 

evaluations of internal accounting and control procedures including responsibility for: 
• Routinely conducting internal reviews of financial records and internal control procedures; 
• Identifying and recommending corrections to internal control deficiencies and/or inefficiencies for the 

more effective accomplishment of accounting objectives. 
 

5. The incumbent performs other job related duties as assigned, including clearing and posting USDO 1221 
reconciling items and processing of Interagency Payment and Collection (IPAC) documents from other 
missions and agencies. S/He backstops other Accountants on leave status.  

 
Required Qualifications 
Education:   
Possession of a University Degree in Accounting, Finance or Business Administration (with a focus on finance) 
required. 
 
Prior Work Experience:  
At least five years of progressively responsible experience in professional accounting or budgeting is required. At 
least one year of this experience with a U.S. Government Agency is preferred. 



   

 
 

Post Entry Training:   
On-the-job training by USAID financial staff is required.  The following formal training opportunities covering U.S. 
government financial regulations and USAID policies and procedures should be taken as soon as possible: 

• Appropriations Law 
• USAID Accounting 
• Supervisory Skills 
• Travel Policy, Regulations and Allowances 
• ICASS Systems and Procedures 
• USAID Financial Management Overview 

 
Language Proficiency:  
Level IV (fluent) English is required. Demonstrated fluency in written and spoken English (Level IV – Modern 
Standard) is required.  At Level IV an employee is required to possess a high degree of proficiency in written and 
spoken English. 
 
Knowledge:  
An excellent knowledge and understanding of professional accounting principles, theories, practices, and 
terminology, as well as the principles and procedures of the host country government and business financial 
accounting, budgeting, and reporting is required. Similar knowledge and understanding of the U.S. government 
and business accounting, budgeting, and reporting is highly desired. A thorough knowledge of laws, regulations, 
and procedures associated with USAID financial management and budgeting is preferred.  
 
Skills and Abilities:   
Excellent analytical skills and sound judgment are required. The incumbent must be able to compile and present 
detailed financial information in a concise and professional manner. S/He must have the ability to analyze and 
develop procedures and internal controls to ensure the integrity of USAID financial data.  S/He must be able to 
understand and implement financial management operations required by law or regulation. The incumbent must 
possess excellent communication skills to establish and maintain effective working relationships with American, 
third-country, and locally employed personnel in USAID, other USG Agencies, USG implementing partners and 
other stakeholders. S/He must have strong word processing and spreadsheet skills and be proficient in the use of 
office software, including Microsoft Word, Excel, and power point, and ACCESS. 
 
Within the required probationary period, the incumbent is expected to demonstrate thorough knowledge of US 
federal laws, regulations, and procedures associated with USAID financial management; knowledge of USAID 
systems, business practices, reporting, and analysis; understanding of U.S. government procurement regulations; 
ability to prepare both automated and manual financial reports and statements in accordance with applicable U.S. 
accounting standards; an understanding of the federal budget process; and very good supervisory skills. 
 
Position Elements: 
Supervision Received:  
The Chief Accountant is the first line supervisor of the Accountant position and provides advice and 
assistance as required. Completed work is reviewed for professional, technical adequacy, compliance 
with instructions, conformance with good accounting practices, and general quality levels. However, the 
incumbent is expected to perform in a professional manner with considerable independence and 
responsibility within his/her portfolio(s) of assignment. 
 
Available Guidelines:   

• AIDAR 
• Code of Federal Regulations (CFR) 
• Current accounting literature 
• Department of State Standardized Regulations (DSSR) 
• Federal Travel Regulations (FTR) 
• Foreign Affairs Handbook (FAH) 
• Foreign Affairs Manual (FAM) 
• Foreign Affairs Regulations (FAR) 
• GAO decisions 



   

• OMB Circulars 
• US General Services Administration (GSA) guidelines, 
• USAID/Southern Africa Controller Operating Procedures 
• USAID Automated Directives System (ADS) 
• USAID Staff Development Programs 
 

Exercise of Judgment: 
The incumbent must exercise sound and independent judgment in the provision of accounting advice on all 
aspects of financial accounting, budgeting, and operations.  S/He ensures the integrity of the Mission financial data 
not only by review of accounting data entered into the system, but by analysis of financial systems and procedures 
required to meet the needs of the assigned portfolio(s). 
 
Authority to Make Commitments:   
The incumbent does not have authority to make financial commitments on behalf of USAID; this position is 
accountable for ensuring the accuracy and completeness of accounting data entered into the Agency’s General 
Ledger through Phoenix and determining the integrity of the data for assigned portfolio(s). 
 
Nature, Level, and Purpose of Contacts:   
Contacts include Mission-wide staff at all levels and U.S. government officials (State Department/CDC, etc.) to 
advise on financing instruments, systems, and performance on a regular basis. Frequent contacts with 
USDO/Charleston for 1221 reconciliations.  Communicates with various Agency heads, Executive Office, State 
FMO, and Washington headquarters on all matters relate to the ICASS software and budget.  
 
Supervision Exercised:  
The Accountant(s) coordinate the work of Accounting Technicians and contribute feedback to their performance 
reviews. 
 
Time Required to perform Full Range of Duties:   
One Year 
 

End Note: 
 
“Separation of Duties”, “Individual Accountability” and “Need to Know” are defined in ADS 545.3.2.1 and below: 
 
Separation of Duties - That an individual does not have the authority to complete an entire process (multiple 
independent actions), such that each action acts as a "check" on other actions within the process.  This 
"compartmentalizes" the independent actions, and decreases an individual's ability to perform multiple actions or to 
complete the entire process, which may result in a security breach. 

 
Individual Accountability - That an individual is solely responsible for his or her actions. He or she may be required to 
explain and defend those actions to organizational authorities that can impose penalties against misuse or abuse of 
authorized actions. 

 
Need to Know - That an individual, in the performance of his or her duties, has the requirement to access specific 
information, which would otherwise not be accessible to him or her.  He or she must protect the information, using 
safeguards appropriate to its Sensitivity level, to ensure that other individuals who do not have an access 
requirement or authorization do not access it 
 
Evaluation Criteria and Weights: 
1. Education/Weighted 10%. 
2. English Language Skills/Weighted 15%. 
3. Prior Work Experience/Weighted 20%. 
4. Knowledge/Weighted 25%.  
5. Skills and Abilities/Weighted 30%. 

 
 
 



   

How the Selection will be made: 
The successful candidate will be selected based upon the following: 
 
1. a preliminary review of the applicant's submitted package (which includes the cover letter and CV) to establish 

that minimum educational, work experience and English writing fluency requirements are met;  
2. tests to include an English writing skills, a Microsoft Office proficiency that might include any of the following: 

Word, Excel, PowerPoint; and any technical skill test that might be deemed appropriate;   
3. a personal face to face interview; and  
4. reference checks. 
 

• USAID/SA’s Human Resources Section will perform the preliminary review (Step 1 above) to eliminate those 
applications that do not meet the minimum educational and written English language requirements before 
forwarding the rest to the Technical Office or Technical Evaluation Committee (TEC) for further review and 
assessment.   

• The Technical Evaluation Committee will review each of the forwarded applications against the established 
evaluation criteria to develop a shortlist of applicants to be tested and possibly interviewed.  Applicants will 
be contacted for testing (Step 2) and interviews.  Based on the results of the tests, however, an applicant 
otherwise identified for interview could be dropped from the interview list. 

• Following the interview (Step 3) during which the applicant will be evaluated against the established criteria, 
the TEC will make a preliminary determination of candidates to be considered for employment and forward 
that list to HR. The TEC will conduct and document reference checks. (Step 4) prior to advising the TEC of the 
results of these checks. Please note that references may be solicited from current as well as former 
supervisors in addition to the references you provide in your application package. References will only be 
solicited for those interviewed applicants who are being considered for ranking.   

• Based on this final input, the TEC will make its final decision on which candidates to rank order, prepare a 
selection memo for the review and approval of the Contracting Officer, after which an offer of employment 
will be made to the successful candidate and unsuccessful candidates who were interviewed will be 
contacted and advised of their non-selection.   

• As positive medical and security clearances are a condition of employment, the selected candidate will 
undergo stringent investigation prior to employment with USAID/SA. 

 
USAID/SA reserves the right to hire an applicant who does not meet the required experience level at a trainee 
level. However, an applicant who does not meet the minimum educational and English language requirements 
cannot be hired at either a trainee or full performance level. 
 
Applicability:  
This position is open to all South African citizens and South African permanent resident permit holders. USAID/SA 
management will consider nepotism/conflict of interest, budget, section need for continuity and residency status in 
determining successful applications. Current USG employees on probationary status (i.e., within their first year of 
employment) are not eligible to apply. 
 
Compensation:  
The Human Resources Specialist will be compensated in accordance with the U.S. Mission to South Africa’s Local 
Compensation Plan (LCP). The plan includes basic salary, miscellaneous allowance, pension fund and medical aid 
subsidy. Subject to qualification, compensation for dependents’ education assistance is also available.  The 
successful candidate’s salary level will be based on prior job-related experience and salary history. 
 
To Apply:  
ONLY applicants who meet the minimum educational and English language fluency requirements as stated in the 
solicitation document will be considered.  Interested applicants who do not meet these requirements are 
encouraged NOT to apply since these applications will not be considered. 
 



   

For an application package to be considered complete, please follow the instructions below and submit your 
application through one of the channels mentioned:  
 
1. Ensure that your application is accompanied by a cover letter.  
2. Include a CV of no more than 4 pages.  
3. Ensure that all communications (including your cover letter) includes the Announcement Reference # and the 

Title of the Position(s) for which you are applying.   
 
Failure to comply with these instructions may result in your application being considered “non-responsive” and 
eliminated from further consideration.  

 
1. P-net website 

www.pnet.co.za  
Please note that you will be required to register on the site first before you can upload your application 
material and/or CV to be considered. 

 
Point of Contact:  
Gugu Mbambo, Telephone:  (012) 452-2225 
Paula Vernon, Telephone: (012) 452-2028 
Penny Mamabolo, Telephone: (012) 452-2058 
 
Only short-listed candidates will be acknowledged.  
Closing date for this position: February 12, 2016 (Close of Business). 

 
The U.S. Mission in South Africa provides opportunity and fair and equitable treatment in employment to all people 
without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital status or sexual 
orientation. The United States Agency for International Development (USAID) also strives to further equal 
employment opportunity in all personnel operations through continuing enhancement programs. 
 
The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity 
based upon marital status or political affiliation. Individuals with such complaints should avail themselves of the 
appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief. 
 
 

http://www.pnet.co.za/
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