CIVIL SERVICE OF JAMAICA

JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity:  Rural Agricultural Development Authority (RADA)

	JOB TITLE:                                        Senior Salaries Officer

	JOB GRADE:                                     FMG/AT  3 

	POST NUMBER:                                4.23

	DIVISION/DEPARTMENT:                  Finance, Accounts and Procurement Department 

	REPORTS TO:                                    Payroll Supervisor


	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 Objectives of the Division (in which the position is located):      

1.
Provide farmers with a comprehensive and efficient extension service that fully utilises ICT technology to support, modernise and increase agricultural production, productivity and farmer income; 

2.
Promote the diversification of agriculture, and improved post harvest handling, agro-processing and livestock production to increase the value of agriculture to the national economy, thereby also improving the standard of living of farm families;

3.
Supply farmers, processors and marketers with real time market intelligence, to enhance incomes by reducing surpluses or shortages; 

4.
Maintain an up to date farmer registration database, giving full details of type of cropping patterns, type of livestock production, location and size of holdings;

5.
Promoting land husbandry practices which preserve the natural resource base and discourage farming practices which lead to environmental degradation, particularly in critical watersheds;

6.
Ensure that plant and animal, health and safety standards are maintained by educating farmers, thereby ensuring national and international confidence in Jamaican agricultural products;

7.
Encourage farming communities through group activities to improve family health and nutrition, reinforce social cohesion and supplement household income through the development and marketing of new agro processed products;

8.
Implement national policy initiatives for food security, rural and national economic development; whilst fostering linkages with international donors, NGO’s and CBO’s and other relevant agencies; 

     9.
Implement appropriate disaster mitigation measures, ensuring a high level of preparedness within farming communities, effectively carrying out damage surveys and developing appropriate strategies to restore productivity once the event has taken place;
    10.   Attract more young people into agriculture by establishing and strengthening linkages with school garden programmes and the 4 H movement;
    11.
Develop a human resource capability aligned with the overall mission of the Authority which will ensure officers have a clear career development path and are regularly trained and updated in the latest technologies; 

    12.
Maintain a high level of corporate governance accountability and transparency by ensuring that all financial management, accounting, procurement, monitoring and evaluation systems satisfy the legal and managerial requirements of a Statutory body which is moving towards an effective, performance based, executive agency.

Job Purpose:

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.

Under the direction of the Payroll Supervisor, the Senior Salaries Officer has the overall responsibility for the operation and maintenance of an efficient payroll system at RADA.
Key Outputs:

· An efficient payroll system at RADA 

· Salaries prepared and disbursed 

· Statutory and personal deductions made and remitted 

· Tax Returns prepared and submitted

Key Responsibility Areas: 

Management/ Administrative Responsibilities 

· Liaises with the Human Resource Management and Administration Division, Parish Accountants and Managers regarding employees salaries

· Certifies the preparation of weekly and fortnightly payrolls

· Prepares letters on payroll related matters

Technical/ Professional Responsibilities

Strategic/ Administrative Support

· Collects and prepares data for the monthly payroll

· Prepares and processes monthly payroll

· Records and maintains payroll data 

· Maintain the payroll filing and registration systems

· Ensures that all payroll deductions are made and remitted on time to the respective Institutions 

· Prepares tax related reports and other related reports regarding employees’ statutory deductions

· Prepares Annual Returns and submits accordingly

· Prepares salary payments and do cross – checking

· Prepares receipts and makes lodgements for the Salaries Bank Account

· Supports the Salaries Officer regarding salary preparation and payments as well as guidance with any related salary matters

Performance Standards :
· High levels of accuracy in the preparation of employees’ salaries

· Distribution of salaries to employees on the due date

· High levels of accuracy in the preparation and maintenance of salary records

· Timely and accurate information prepared and submitted as per request

· Personal and statutory deductions made and submitted on time to the respective institutions

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

Internal 

	Contact (Title)
	Purpose of Communication 

	Director – Human Resource Management and Administration
	Clarification of information

	Senior Director – Finance, Accounts and Procurement Department
	Directives & Guidance in accounting matters

	Manager – Financial Accounts (Chief Accountant)
	Receive Directives and gives information on payments, availability of funds etc.

	Parish Managers/Accountants
	Staff salaries


External
	Contact (Title)
	Purpose of Communication 

	Ministry of Finance and the Public Service
	Clarification on the revision of salaries

	Accountant General
	Salary Advance


Required Competencies (Core and technical to be specified):

The post-holder will be able to demonstrate:

· Excellent knowledge of Government of Jamaica’s Compensation Rules

· Good knowledge of payroll packages

· Excellent Analytical and judgement skills

· Excellent planning and organisational skills

· Excellent written and oral communication skills

· Good evaluative and problem-solving skills

· Proficiency in the use of computer 

· Good knowledge of relevant computer software

· Good interpersonal skills

Minimum Required Education and Experience

· Bachelor’s Degree in Finance and Accounts (Major) with successful completion of the relevant Government Accounting Courses and two (2) years related experience

OR

· Associate Degree in Accounting or Business Administration from a recognized institution plus a minimum of five (5) years in Government Accounting

OR

· CAT Level B, AAT Level 2, ACCA Level 1 plus five (5) years experience in Government Accounting 

Specify licensing or certification necessary for the job
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