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Position Description


	Position Title: Cash for Work Paymaster

	Duty Station:  Aroyo (1) and Gok Machar (1) with frequent travel with the State

	Position Category:  Full-time  FORMCHECKBOX 
    Part-time  FORMCHECKBOX 
    AND     Regular  FORMCHECKBOX 
    Temporary  FORMCHECKBOX 


	Salary Level:  2

	Current Employee:        


PROGRAM/DEPARTMENT SUMMARY:

The Response to Emergency Needs of Conflict Affected People in South Sudan is a 9-month ECHO funded initiative aimed at protecting and improving access to food for vulnerable communities by increasing the productive capacity of households and markets. The program focuses on support for vulnerable host community members, returnees as well as IDPs. The program will be implemented in NBeG State.   

The Danish Refugee Council Finance and Admin Unit is responsible for all financial functions, including cash books, payments, payroll, budgeting, financial reporting, and grant financial management and compliance. The Danish Refugee Council Finance and Admin Unit ensures compliance with donor regulations as well as Danish Refugee Council’s internal policies and procedures.  In its role as a support to the Program, the Finance and Admin Unit provides timely reports and assistance to the Country Director and the Program team to ensure that financial resources are used efficiently and effectively.

[Describe overview of job missioGENERAL POSITION SUMMARY:
Working in the Field Finance and Admin Office under the direction of the Field Finance Officer and under the supervision of the Cash for Work Manager, the Paymaster will transport, disburse and assist in the preparation of cash payments to Cash for Work labor teams at the Danish Refugee Council office and in field locations. The Paymaster will be responsible for ensuring that the Cash for Work (CfW) financial records are complete and properly signed by cash recipients.

ESSENTIAL JOB FUNCTIONS: 

· Review CfW time logs for accuracy and completeness and verify amounts to be paid.
· Assist in the preparation of CfW pay envelopes and prepare area payment summaries.
· Transport and disburse CfW pay envelopes at project sites or assist with payments in the Danish Refugee Council office, in accordance with Danish Refugee Council procedures.
· Keep track of any discrepancies when making field disbursements and resolve discrepancies with the Finance Team.
· Ensure that each CfW payment is properly signed for and that the original CfW documentation is accurately completed and returned to the Finance Department.

· Coordinate closely with the CfW Manager and Supervisor to ensure accurate CfW time logs and identification of laborers. 

· Keep management staff updated on the security situation in the project areas visited, and provide recommendations on how to most securely transport cash and make payments in the field.

· Provide back-up support to Finance Team in cashiering and vouchering when necessary.

· Conduct himself/herself both professionally and personally in such a manner as to bring credit to Danish Refugee Council and to not jeopardize its humanitarian mission.

· Other duties as assigned.

Do This 

SUPERVISORY RESPONSIBILITY:

None 
ACCOUNTABILITY

REPORTS DIRECTLY TO: 
Cash for Work Manager

WORKS DIRECTLY WITH: 
Project Manager, Cash for Work Manager, Cash for Work Paymasters, Other Project Managers & Project Officers, Finance and Operations Units, Programme Manager NBeG and Senior Finance Officer DRC South Sudan Office 
KNOWLEDGE AND EXPERIENCE: 

· Two or more years of bookkeeping, banking or cashiering experience.
· A degree in accounting or a relevant business field is desirable. 
· Good computer skills in MS Office programs, particularly Excel.
· Accuracy in the processing of cash transactions, mathematical aptitude and attention to detail.
· Good oral and written Arabic skills, English a plus, Dinka language an asset.
Deadline: Mar. 2, 2012 with view to start work March 15, 2012

Applications should include a cover letter and CV. 
Applications must be sent to jobjuba@drc.dk (please mark title of the position in the subject heading of your message) or hand delivered to DRC Aweil Office in Naivasha, Aweil Town.
Note: Contract subject to funding availability.
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