[image: image1.jpg]<JCRS

CATHOLIC RELIEF SERVICES




South Sudan Program

JOB OPPORTUNITIES – CASHIER
Catholic Relief Services is a global non-governmental Christian humanitarian and development organization with a special focus serving the needs of disadvantaged populations to ensure that the dignity of the human person is maintained regardless of race, religion, gender or colour.      

Catholic Relief Service (CRS) South Sudan program is implementing the Jonglei Food Security Program (JFSP) and has vacancy for Cashier to be based in Bor , Jonglei State. The vacancy is open to all citizens of South Sudan only.
PURPOSE OF THE POSITION:
CRS South Sudan seeks to employ a cashier for its state level coordination office on the Jonglei Food Security Program (JFSP). The posts will be located in Bor and will be responsible for cash management and clerical duties to supplement the finance function in the coordination office. The post will report to the JFSP Grant Finance Manager based in Bor. 
KEY RESPONSIBILITIES
· Maintain proper filing systems of all finance documents and ensure accounting records are kept updated.

· Reconcile the imprest fund ledger with  the daily cash count on a daily basis

· Maintain optimum petty cash balance and advise the field operations accountant for cash replenishment requirements, maintain a cash book and perform daily cash reconciliation and cash counts for all currencies on a weekly and monthly with accountants.

· Deposit cash daily to the bank account for collections

· Pay for workshops/trainings and other events happening in and around Bor

· Check the completeness of supporting documents attached to the Petty Cash Voucher and on approval by appropriate authority as well as ensure accuracy of computations, invoices and bills before release of payments.
·  Prepare financial documentation for all transactions and facilitate their approval and filing.
· Serves as a custodian of petty cash fund

· Ensure that the Petty Cash box is properly kept inside the Safety Box after office hours.

· Handle checks. Write checks for payment upon proper authorization and complete documentation.

· Withdraw Cash from Bank as required
· Assistant the finance department in clerical duties including the photocopying of documents.

· Familiarity with basic bookkeeping procedures.

· Completes special and miscellaneous assignments as required.

MINIMUM QUALIFICATIONS/EXPERIENCE
· Certificate of high school completion with basic level of booking keeping knowledge is required.

· Experience of organizing effective  and secure systems of cash management;

· Working experience in Jonglei State and fluency in at least one language spoken in the state;

· At least 1 year experience in a similar role in a reputable organization 

· Demonstrated numerical and mathematical skills; demonstrated attention to details and ability to produce accurate work skills.

· Good communication skills in English both oral and written;

· Knowledge and experience using MS-Office packages especially excel.

Application letters and CVs together with the names of three professional referees, should reach CRS not later than Friday 2nd January, 2012. Only short-listed candidates will be contacted.
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 Email:  jobapps@crssudan.org 
 CRS South Sudan Program is an equal-opportunity employer.  In making employment decisions it does not discriminate on the basis of gender, ethnicity, religion or political affiliation.

