	[image: logo un]U N I T E D   N A T I O N S
N A T I O N S   U N I E S

                         United Nations Office                         Bureau des Nations Unies
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Dakar / Sénégal



VACANCY ANNOUNCEMENT: UNOWA/HRS/VA/002/15

The United Nations Office for West Africa (UNOWA) is looking for a highly motivated, team player and result oriented person 

To serve as: Finance Assistant

	Title 
	Finance Assistant 

	Number of posts
	01

	Type of contract
	Service Contract

	Category
	Service Contract

	Duty station
	Dakar, Senegal

	Unit/Section
	Finance Section

	Post Level
	SB3  

	Issuing date
	03/03/2013

	Closing date
	10/03/2013



ORGANIZATIONAL SETTING AND REPORTING: 
This position is located in UNOWA, Dakar.  This position involves a variety of tasks which include but not limited to dealing with a large scale of invoicing, Travel F-10 Claims processing, Finance mailing duties, Archiving/Filing, Banking transactions through Citi Bank, and Payroll related operations. The Finance Assistant reports to the Chief of Finance and Budget.

DUTIES AND RESPONSIBILITES:

Within delegated authority, the Finance Assistant will be responsible for the following duties: 
Accounts
· Scrutinize source documents for completeness, accuracy and validity of charges.
· Making sure all the payments are processed timely and accurately. 
· Assist with the monitoring of expenditures through Fund Commitment to ensure that there is enough money for payment as well as avoiding double payment.
· Replenish and manage petty cash accounts.
· Process payments and prepare vouchers for various accounting entries, including payments for vendors, other missions or agencies and other creditors, and communicating any discrepancies to supervisors.
· Follow-up with vendors including dealing with issues related Low Value Acquisition (LVA) and Purchase Orders (POs) as necessary.
· Process staff claims/entitlements payments presented by the senior Finance Assistants such as Cash Receivable Voucher (CRV), Daily Subsistence Allowance (DSA), Salary Advance for National Staff Members, Salary for consultants, F-10 Claims processing, etc… 
· Prepare bank reconciliation on a monthly basis.

Budget
· Assist the Budget Officer in compiling documents and data during preparation of budget reports.

Treasury (Custodian)/Cashier
· Ensuring financial guidelines are followed as related to remitting and processing payments.
· Assist the cashier in the daily operations such as transmittal of payments through voucher and checks.
· Close collaboration with CITI bank as needed.
· Process cash disbursements from the Petty Cash as well as maintaining the Petty Cash in good financial standings.
· Process incoming payment instructions after verifying and/or entering banking details and checking sources of funds in Umoja.
· Assist vendors regarding queries on payment issues.
· Notify payees of status of payments.

General
· Keep up-to-date with guidelines that have bearing on matters related to UNOWA/CNMC/OSES financial operations as related to her/his responsibilities, ensuring compliance with United Nations policies and procedures.
· Perform other duties as assigned by the supervisor.
· File and archive documentation as required.

Work implies frequent interaction with the following:
Chief of Finance (CFO) and more senior finance staff; administrative officers and other UNOWA/CNMC/OSES Sections; Custodian such as Citi Bank, and contractors and vendors.

Results Expected:
Accurate and timely processing of all payments. Provide accurate financial reports on a regular basis as related to her/his level of duties. Display professionalism in assisting UNOWA/CNMC/OSES business counterparts such as vendors, contractors, etc…Constant support to supervisors with respect to the field’s financial operations and treasury remittances/ payments transactions. 

COMPETENCIES:

· Professionalism: Knowledge of general accounting, financial operations functions and custodian operations. Ability to analyse and apply data across the range of finance, accounting and fund commitment monitoring functions. Showing skills and ability to analyse and interpret financial documents. Shows pride in work and in achievements; demonstrates professional competence and mastery of subject matter; is conscientious and efficient in meeting commitments, observing deadlines and achieving results; is motivated by professional rather than personal concerns; shows persistence when faced with difficult problems or challenges; remains calm in stressful situations. Takes responsibility for incorporating gender perspectives and ensuring the equal participation of women and men in all areas of work. 
· Accountability: Takes ownership of all responsibilities and honours commitments; delivers outputs for which one has responsibility within prescribed time, cost and quality standards; operates in compliance with organizational regulations and rules; supports subordinates, provides oversight and takes responsibility for delegated assignments; takes personal responsibility for his/her own shortcomings and those of the work unit, where applicable.
· Client Orientation: Considers all those to whom services are provided to be “clients” and seeks to see things from clients’ point of view; establishes and maintains productive partnerships with clients by gaining their trust and respect; identifies clients’ needs and matches them to appropriate solutions; monitors ongoing developments inside and outside the clients’ environment to keep informed and anticipate problems; keeps clients informed of progress or setbacks in projects; meets timeline for delivery of products or services to client.

QUALIFICATIONS:

Education: 

High school diploma or equivalent and certificate in accounting, financial or administrative management or relevant field are required. A vocational diploma with relevant combination of technical training will be accepted in lieu of high school diploma. 

Work experience:


At least 6 years of progressively responsible experience in accounting, budgeting, administrative or financial management or related area is required. Experience within the United Nations system is desirable. Hands-on experience of SAP is an asset.

Languages
Fluency in spoken and written French is required. Working knowledge of English is also required.


Application:  

This announcement is available on UNOWA: Website: www.unowa.unmissions.org

Applicants meeting the above qualifications are requested to submit the following only: 
- Motivation letter 
- Completed P-11 form (please note that the P11- Form is available on UNOWA Website) 
- Copy of Diplomas and Degrees 

[bookmark: _GoBack]Please send your application by e-mail at unowa-cnmc-hr@un.org 

Note: Before applying for the post, we kindly request candidates to carefully review the VA to ensure that they meet the Minimum requirements.

Please note that only short-listed candidates will be contacted. 
Enceinte Hotel Ngor Diarama
BP : 23851 Dakar-Sénégal - Tél.: (221) 869.85.85 / Fax : (221) 820.46.38 
Website: www.un.org/unowa
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