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CATHOLIC RELIEF SERVICES




South Sudan Program

JOB OPPORTUNITIES – FIELD FINANCE AND ADMINISTRATION OFFICER (3 POSITIONS)
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 vacancies for field finance and administration officer to be based in Ayod, Pibor and Yuai , Jonglei State. The vacancy is open to all citizens of South Sudan only.
PURPOSE OF THE POSITION:
CRS South Sudan seeks to employ Finance and Administration Officer for each of its county level field offices on the Jonglei Food Security Program (JFSP).The posts will be responsible for carrying out the finance and administration functions to support program and operations in the field office. The posts will report to the JFSP Field Area Coordinators based in Yuai, Pibor and Ayod. 
KEY RESPONSIBILITIES
· Responsible of properly recording all financial transactions in a pre designed excel data base including cash ledger

· Ensure transactions recorded are in compliance with generally accepted accounting and financial principles and CRS  and  USAID rules, regulations, policies and procedures

· Maintain complete and proper documentation for all financial transactions/matters in the field sub Office

· Ensure accuracy and validity of all financial transactions

· Process valid invoices with complete and proper documentation

· Handle cash disbursements for workshops and trainings as directed by the Area Coordinator.

· Ensure all advances are approved and settled  according to CRS advances policy

· Work with banking agents to facilitate the timely and safe delivery of cash  to the field office

· Coordinate with the admin assistant to keep petty cash using imprest record, making requisitions and  issues with the required levels of approval; 

· Conduct regular cash counts for petty cash and operating cash on hand according to CRS cash management policy.

· Ensure timely and correct monthly financial reports are submitted to Bor coordination office

· In coordination with program staff, ensure all project activities are implemented according to the work plan, budget and with the necessary supporting documentation

· Assist the Field Area Coordinator with annual budget preparation, monthly budget-to-actual analysis, and reporting requirements.

· Provide advice  to the Field Area coordinator for all decision making related to financial and administration matters of the field sub office

· Assist the  Field Area coordinator in monitoring project expenditures (expenditure vs. budget) and ensure sufficient operating cash on hand

· Prepare and submit the approved monthly fund request; 

· Maintain a complete and accurate list of project inventory and fixed assets

· Provide financial information as requested, and respond to all financial queries

· Provide financial training to project staff if needed.

· Ensure the safe and proper custody of finance files.

· Periodically submit finance documents to Bor coordination office

· Coach, monitor and oversee the finance assistant admin assistant and drivers

· Perform other related duties as assigned by the Field Area coordinator

· Oversee completion of the daily time sheets and prepare the monthly summary timesheets and send to Bor coordination office.

· Ensure that all filing across departments is maintained accurately and updated regularly

· Maintain basic HR records in the field sub office

· Provide regular feedback to HR Manager in Bor on staff details, contract status and any other HR related information requested.

· Provide regular feedback to HR Bor on any staff issues arising in the field sub office.

· Keep track of staff medical expenses and send regular reports back to Bor

· With the admin assistant ensure a minimum stock of office supplies is available and where possible provide logistical support for meetings, trainings and field visits etc.

· Ensure the proper administration of office compound and guest house

· Ensure the proper practice of fleet management including maintaining log books, vehicle insurance, vehicle assignment, maintenance etc 

· Manage and ensure the purchase of supplies, equipments and services and the efficient usage of it are according to CRS  standard operating procedures

· Develop a procurement plan and identify potential suppliers for goods and services at field office level;

· Procure goods and services for project use according to CRS procurement policy and field sub office authority level.

· As one member of the field sub office team, participate in the regular team meetings

·  Coordinate with the Program Security team in Bor on security related issues
· Manage security guards for the office/staff house. 

· Oversee and report on team compliance with CRS security protocols and report to Field Area Coordinator.

· Ensure mandated security, safety and emergency procedures  and requirements are  implemented  at field office level
 MINIMUM QUALIFICATIONS/EXPERIENCE
· A diploma from a recognized institution in any management or administration or finance related subject.

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

· Experience of supervising fleet and procurement;

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

· At least 2 year’s team supervisory and resources administration or financial management   experience in a reputable organization in any sector.
· Good organizational, administration, documentation and logistics skills.

· Good communication skills in English both oral and written;

· Knowledge and experience using MS-Office packages.

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.

