	VACANCY ANNOUNCEMENT



SOLICITATION NUMBER:  
USAID/Jordan-EXO-04-019
OPEN TO:

All Foreign Services National Employees 

POSITION:

Budget Analyst/Accountant (Operating Expense) - Financial Management Office IR/FM
OPENING DATE:  

August 19, 2004
CLOSING DATE: 

September 2, 2004
WORK HOURS:

Full-time; 40 hours/week

SALARY:


JD 13,358  – JD 22,042   



(Position Grade: FSN-10)  

PLACE OF PERFORMANCE:
Amman, Jordan

USAID/Jordan is establishing the Iraq FM support unit as a semi-autonomous section of its Financial Management Office.  This position is initially offered for a 12-month duration with the potential of extension for an additional 12 months.  This is not an entry level position. The incumbent will be expected to begin work at full potential immediately; there will be no job-related training other than familiarity specific issues related to USAID/Iraq operations.  
The Budget Analyst will serve as the primary point of contact for operating expense (OE) implementation and maintenance issues in the Iraq FM support based unit in Amman.  In addition to OE-related duties, the incumbent will be responsible for analyzing, evaluating and coordinating all operating expense matters for the USAID/Iraq program.  The USAID/Iraq OE budgets for FYs 04 and 05 (including USAID/Washington and regional funding) are $88.4 million and $87.3 respectively.  The FY06 OE budget is currently being developed.  The USAID program in Iraq consists of emergency relief, humanitarian assistance and reconstruction activities currently valued at approximately $2.6 billion, implemented through large and complex contracts and grants. The incumbent will have occasional temporary duty travel to Iraq.  During the absence of either the Systems Accountant or Payments Supervisor, the incumbent will be called upon to serve in their respective capacities.  The incumbent will be reporting to the Chief of Operations, Iraq FM support unit in Amman, Jordan.
MAJOR DUTIES AND RESPONSIBLITIES


1. OPERATING EXPENSE/FUNDS CONTROL (50%)
Maintains complete control of the Mission and the Regional Operating Expenses (OE) budgets. This is  accomplished through the reservation and the obligation process. Pre-validates all OE budget item requisitions for both budget validity and funds availability. Through this process, the incumbent ensures that PL 3679 (anti-deficiency) regulations are not violated.  Budget item requisitions, including travel orders for the Mission as well as regional travels for, inter alia, home leave, R&R, medical evacuation, TDYs, conferences, educational travel, in-country travel and all other operational travel. The incumbent also reviews personal service and institutional contracts to determine compliance with applicable laws, regulations and management directives. 

Provides Mission personnel with information and advice relating to reservations and obligations of funds, salary, and allowance payments. He/she periodically reviews the status of obligated funds and recommends deobligation of funds determined to be in excess of requirements, supplies required fiscal data for budget formulation and ensures its accuracy by reviewing forecasts of costs and obligations through independent analysis of pertinent fiscal and cost factor information. 

On the basis of these cost analyses, the incumbent recommends means of reducing costs and expenses. The incumbent also prepares monthly reconciliation for Mission disbursements with disbursing offices and ensures that the end of month reconciliation is both timely and accurate. 

Coordinates USAID/Iraq's monthly reporting requirements to AID/W of the U-101 Report (Summary of Allowance Ledger Transactions and Reconciliation with Disbursing Offices), U-102 (Flash Report for Obligations), and Operating Expense Obligations by Object Class Code for Mission OE and the regional allowances. All reports will be submitted through USAID/Jordan accounting station in Amman.  Incumbent ensures the accuracy and completeness of these reports. The incumbent determines, establishes, and monitors the recurring and revolving fund obligations of the Mission and the regional activities.   

2. BUDGET PREPARATION REVIEW AND ANALYSIS (35%)



The incumbent prepares all operating expense budgets for joint review by the cognizant Executive Office and Controller for USAID/Iraq.  Reviews and evaluates the consistency and soundness of USAID/Iraq OE financial transactions and interprets the data in order to create useful information that supports managerial decisions.  In that capacity, the incumbent develops a comprehensive and profound understanding of the OE activities for USAID/Iraq in order to effectively analyze, evaluate and coordinate accounting procedures and actions.  

Designs and directs the establishment of effective control mechanisms and procedures to ensure the accuracy, consistency and timeliness of OE accounting activities.

Regularly reviews and develops measures for streamlining accounting procedures to expedite processing times and ensures the accuracy of accounting reports. 

3. PROGRAM SUPPORT AND AD HOC REPORTING


15%
Provides Iraq and Regional Executive Officers (EXO) and staff and Contracting Officers (CO) with information and guidance regarding the formulation and modification of budgets and transactions, measures for tracking key activities, etc.  

Based on accounting expertise and profound knowledge of USAID activities and regulations, provides guidance and assists EXO staff in determining the appropriate mechanisms and documents for proposed procurement transactions.

Regularly reviews, analyzes and evaluates OE-funded activity financial status to prepare reports and provide information to EXOs, COs and Mission management.  

Responds to requests from USAID/Washington, ANE/OIR and other sources (e.g. GAO or Congressional Committees) to develop, provide and/or refine ancillary reports for Iraq operating expense financial activity.

IV.
QUALIFICATIONS AND SELECTION CRITERIA
 
Candidates will be evaluated and ranked based on the following selection criteria: 

 

Education (20 Points): The successful candidate must possess a minimum of a bachelor’s degree, or equivalent, in a relevant major (accounting, business management and/or finance). Advanced studies (Master’s degree) and coursework in a related field is preferred. An additional four years of experience or two years of non-degree coursework may be substituted for a Master’s degree. 

Experience (25 Points):  A minimum of six years of progressively more responsible experience in designing, implementing and maintaining operating expense or administrative funds accounting systems.  Three or more years of overseas experience is desirable.  Demonstrated experience in managing operating expense funds and performing budget analysis is preferred. A minimum of three years experience in a financial management office Is highly desired, since the successful candidate must immediately be familiar with the financial management policies, procedures and systems.

Language Proficiency (5 Points): Must have excellent English communication skills, both orally and in writing. Candidate must have the ability to present problem analysis and recommendations in clear written and oral formats. Additional consideration may be given to applicants with Arabic language skills.

Knowledge (30 Points):  A comprehensive knowledge of financial systems management and implementation is required.  An understanding of accounting and payment operations and the systems supporting such operations in a USAID mission and/or international organization is highly desirable.  Familiarity with the accounting policy, procedural, reporting requirements and familiarity with other relevant policies and regulations as well as contracting regulations, requirements and conventions are highly desirable.  Knowledge of development project planning and implementation procedures and of organization and operations is desirable.  Knowledge of  management of development and humanitarian programs is desired. 

Skills and Abilities (20 Points):  Candidate must possess sound and independent judgment with the skills to strategize, develop and effectively implement financial systems in a heavy workload/high stress environment. He/she must be able to successfully convey systems and accounting issues to Mission management and propose well-developed recommendations and solutions for resolving such issues. Ability to understand the capabilities and limitations of the financial accounting systems is a must, as are effective trouble-shooting skills. Initiative and resourcefulness to identify and evaluate accounting policies and practices requiring correction and/or modification, and to formulate and implement effective solutions. Ability to perform in a team spirit and to maintain cordial and professional relationships with USAID staff in Jordan and Baghdad are essential.  Excellent interpersonal skills and a genuine interest in supporting the Baghdad Mission staff with expedient program implementation are necessary.  A high degree of professionalism, discretion, and sound judgment in representing the USG are essential elements of the position given the sensitivity of USG policy in the region. Candidate will have outside contact with development partners and the banking community in Iraq and Jordan.  Demonstrated ability to work in teams (i.e., team player skills) and commitment to the team mode of operation, with proven organizational and administrative skills is required. 

V.  SUPERVISION AND MANAGEMENT RESPONSIBILITIES:

The incumbent is expected to act independently with minimal supervision by the Chief of Financial Operations, and may be called upon to serve as the Acting Chief of the Iraq FM support unit, in the absence of the Chief of Financial Operations Systems Accountant.

SELECTION PROCESS

After an initial screening of application, applicants who meet the minimum qualification, top ranked applicants may be invited for an interview.  USAID will consider nepotism/conflict of interest in determining successful candidacy.  Employees serving on probationary period are not eligible to apply.  

TO APPLY

Interested applicants for this position should submit the following:

A. Application for Federal Employment (OF-612, or Application for Employment Form); or

B. A current resume or curriculum vitae that provides the same information as an OF-612; plus

C. Any other documentation (e.g., certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above.

APPLYING

Point of Contact: Questions may be directed to USAID Executive Office, Attn: Jeannette Soussou, Room 382, Ext. 6673

POINT OF CONTACT

Telephone:  5906000 – Ext. 6673

FAX:        5920143

DRAFT:

EXO:JSOUSSOU:JS

Clearance:  EXO: JScott Draft 


FMO: GFlorkwoski Draft
 
