CIVIL SERVICE OF JAMAICA

JOB DESCRIPTION AND SPECIFICATION

Ministry/Entity:  Rural Agricultural Development Authority (RADA)

	JOB TITLE:                                    Supervisor –Payables & Receivables  

	JOB GRADE:                                  FMG/PA 2

	POST NUMBER:                             4.18

	DIVISION/DEPARTMENT:              Finance, Accounts and Procurement Department

	REPORTS TO:                                 Manager – Financial Accounts 

	MANAGES:                                      N/A



This document will be used as a management tool and specifically will enable the classification of positions and the evaluation of the performance of the post incumbent.

This document is validated as an accurate and true description of the job as signified below:

_____________________________________


____________________________

Employee






Date

_____________________________________


____________________________

Manager/Supervisor





Date

_____________________________________


____________________________

Head of Department/Division




Date

_____________________________________


____________________________

Date received in Human Resource Division



Date Created/revised 

Strategic Objective of the Division (in which the position is located):      

To effectively perform the finance, accounts and procurement functions of RADA in accordance with its programmes and priorities within the Financial Administration and Audit (FAA) Act, RADA Act, 1990, Public Bodies’ Management and Accountability Act, 2001, Government of Jamaica Procurement Guidelines, International Accounting Standards (IAS) and other relevant Regulations, Legislations and Policies.

Job Purpose:

Under the direction of the Manager – Financial Accounts (Chief Accountant) the Supervisor – General Payments (Payables) & Receivables has the overall responsibility for the payment and disbursement of cheques and the effective operations of all aspects of Accounts Receivables and Payables. 

Key Outputs:

· Prompt payments of bills, invoices, claims payments in accordance with the FAA Act, its regulations and instructions
· Periodic Reports to the Manager– Financial Accounts on the status of the Accounts Payables/Receivables and the operations of the section

· Accounts Receivable schedules

· Insurance payment schedules

· Audit Schedules

Key Responsibility Areas: 

Management/ Administrative Responsibilities 

· In consultation with the Manager - Financial Accounts establishes the priority basis for determining vouchers to be paid

· Streamlines the payment operations by developing appropriate requisition, processing and payment schedules

· Assists in the preparation of insurance payment schedules.

· Supervises work performed by Accounts Payables/Accounts Receivables Officer, Accounts Payables Technician and Accounts Technician / Cashier (Disbursement).

· Assists in the preparation of Audit Schedules.

Technical/ Professional Responsibilities
Strategic/ Administrative Support
· Ensures that payments to clients are correct and on time

· Ensures vouchers to be paid are batched and distributed for certification and subsequently for authorization.

· Ensures that the accounts are updated with the vouchers to be paid and the cheques are correctly printed.

· Ensures that cheques printed are properly secured, signed and delivered to the clients as quickly as possible.

· Ensures that manually prepared cheques are properly regularized on the computerized accounting system.

· Responsible for the proper execution of cheque voiding, cheque cancellation, cheque reprinting, cheque receiving, cheque withdrawal and cheque return procedures.

· Enters data using MS Great Plains or any other computerized Accounting Package

· Certifies payments and checks inventory transactions

· Ensures that the cash lodgment and cash books are checked daily

· Ensures that all payments and receivables transactions are entered on the Authority’s accounting software 

· Prepares all Accounts Receivables schedules

· Ensures that all ledger cards are properly maintained.

Performance Standards:

· The turnaround time in the processing of bills and payments 
· The level of accuracy in effecting payment
· Expenditures are contained within the availability cash levels.
· Reduced numbers of unclaimed cheques held by cashier
· Reduced levels of complaints from customers regarding payments
Internal and External Contacts (specify purpose of significant contacts):

 Within the Rural Agricultural Development Authority (RADA)

	Contact (Title)
	Purpose of Communication 

	Manager- Financial Accounts
	Receiving directives and for submitting reports

	Programme Managers
	Consultation re payment of bills, invoices etc.


Contacts external to the Organisation required for the achievement of the positions objectives.

	Contact (Title)
	Purpose of Communication 

	Clients / Vendors
	Delivery Of Cheques


Required Competencies (Core and technical to be specified):

The post-holder will be able to demonstrate:

· Excellent analytical and judgment skills

· Excellent planning and organizing skills

· Excellent communicator

· Problem solving skills

· Good team skills

· Excellent interpersonal and influencing skills

Minimum Required Education and Experience

· B. Sc in Accounting, Management or Business Administration from a recognized institution plus at least (2) years experience in Government Accounting

OR

· ACCA Level 2 or CAT Advanced Level or AAT Level 3 Certification or any equivalent accounting/ management professional qualification plus at least (3) years experience in Government Accounting.

OR

· MIND Diploma in Accounting plus at least (5) years experience in Government Accounting

OR

· Associate Degree in Accounting from MIND or an approved tertiary institution plus at least four (4) years experience in Government Accounting

Specify licensing or certification necessary for the job
