CIVIL SERVICE OF JAMAICA

JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity:  Rural Agricultural Development Authority (RADA)

	JOB TITLE:                                           Parish Accounting Technician 

	JOB GRADE:                                        FMG/AT 2

	POST NUMBER:                                   2.10

	DIVISION/DEPARTMENT:                    Finance, Accounts and Procurement Department

	REPORTS TO:                                      Parish Chief Accountant



	MANAGES:     




This document will be used as a management tool and specifically will enable the classification of positions and the evaluation of the performance of the post incumbent.

This document is validated as an accurate and true description of the job as signified below:

_____________________________________


____________________________

Employee






Date

_____________________________________


____________________________

Manager/Supervisor





Date

_____________________________________


____________________________

Head of Department/Division




Date

_____________________________________


____________________________

Date received in Human Resource Division



Date Created/revised 

Strategic Objective of the Division (in which the position is located):      

To effectively perform the finance, accounts and procurement functions of RADA in accordance with its programmes and priorities within the Financial Administration and Audit (FAA) Act, RADA Act, 1990, Public Bodies’ Management and Accountability Act, 2001, Government of Jamaica Procurement Guidelines, International Accounting Standards (IAS) and other relevant Regulations, Legislations and Policies.

Job Purpose:

Under the direction of the Parish Chief Accountant the Parish Accounting Technician is responsible for checking bills for payments, preparing payment vouchers, salaries, bank reconciliation statements and the input of data into the MS Great Plains Accounting Software.
Key Outputs:

· Bank Reconciliation Statements

· Certified payment vouchers with supporting documents 

· Salaries prepared and disbursed

· Updated Registers

· Updated database

· Schedules prepared on request

Key Responsibility Areas: 

Management/ Administrative Responsibilities 

· Refers incomplete or incorrect claims to the Parish Chief Accountant for appropriate action
· Certifies correct claims as checked and in order

· Performs duties in the absence of the Parish Chief Accountant.

· Ensures that payment vouchers are numbered in the sequence of cheques issued.
Technical/ Professional Responsibilities

Strategic/ Administrative Support

· Examines bills/claims for accuracy and certification

· Prepares payment vouchers and ensures that proper supporting documents are attached

· Reconciles Parish Office’s bank accounts and prepares Bank Reconciliation Statements monthly

· Checks payment vouchers prepared by the Parish Accounting Clerk

· Maintains travel, utility, contract and other relevant registers

· Enters expenditure to Vote Control and Commitment Register, and revenue collections in receipts schedule

· Prepares monthly and annual statements of parish expenditure and revenue collections with comments for action and submits to the Parish Chief Accountant

· Enters data into the MS Great Plains Accounting Software

· Edits entries, makes corrections to agree with cashbooks

· Prepares salaries (fortnightly)

· Collects data from the Works Manager and other Parish Officers and prepares labour bills for work done.

· Maintains and updates inventory annually for all furniture and equipment in the parish.

Performance Standards:

· Bank reconciliation completed and Statements prepared on time

· Reduced numbers of valid audit queries

· High levels of accuracy in the preparation of payment vouchers

· Salaries prepared and issued on time 

· High levels of accuracy and timeliness in the preparation and disbursement of cheque payments

· High levels of accuracy in updating registers

· High levels of accuracy and completeness in data entry

· Schedules prepared accurately and on time

Internal and External Contacts  (specify purpose  of significant contacts ):

 Within the Rural Agricultural Development Authority (RADA)

	Contact (Title)
	Purpose of Communication 

	Parish Chief Accountant
	Receive directives, makes suggestions and collaborate in the running of the Finance, Accounts & Procurement Department

	Deputy Parish Agricultural Manager
	Collating monthly and annual reports.



	Works Engineer
	Collect data for the preparation of labour


Contacts external to the Organisation required for the achievement of the positions objectives.

	Contact (Title)
	Purpose of Communication 

	Sundry creditors


	Procurement of goods & services


Required Competencies (Core and technical to be specified):

The post-holder will be able to demonstrate:

· Excellent leadership and teambuilding skills

· Excellent analytical and judgment skills

· Excellent planning and organizing skills

· Excellent communicator

· Problem solving skills

· Skills in operating computerized accounting systems

· Good team skills

· Excellent interpersonal and influencing skills

· Ability to cope well under pressured working conditions and to meet deadlines
Minimum Required Education and Experience

· Four GCE O’Level or CXC Subjects including English and Mathematics or equivalent, plus a minimum of five (5) years accounting experience

PLUS

· Government Accounting Level I from the Management Institute for National Development (MIND)

OR

· AAT level 3 Accounting with two (2) years accounting experience

        OR

· Any other combination of qualifications from a recognized tertiary institution with the necessary work experience.
Specify licensing or certification necessary for the job
PAGE  
1

