Opening Date: 11 February 2019

Closing Date: 25 February 2019 ]OB VACANCY NOTICE

Location: Tortola
Vacancy Notice No. 16 of 2019 FinanCial Accountant
Job Classification: Grade 11
Ministry/Department/Unit: Treasury Department Government of the Virgin Islands
Position Details: One year probationary period

Established position
Employment Type: Full-time
Remuneration/Benefits: Salary range $34,634 - $55,040. Salary is commensurate
w ithrelevant qualifications and ex perience.

ROLE SUMMARY The successful applicant will supervise the day-to-day operations of the Financial Unit to ensure that the
department is functioning to the highest possible standard.

MAIN RESPONSIBILITIES 1.

2.

BEHAVIOURAL
COMPETENCIES

WORKING CONDITIONS/  ®
ENVIRONMENTAL FACTORS

NGk WN

Supervise the junior staff within the Financial Unit to ensure thatthe Unit's objectives are met.

Post journal v ouchers prepared by the junior staff within the Unit.

Update andreconcile the assigned bank accounts fo ensure financialrecords are accurately recorded.
Maintainsupplier's address bookinformation to ensure that thisinformation isup to date.

Ensure suspended accounts are cleared and system entries are balancedin order to close accounting
periods.

Draft and type comespondence and proof-read v arious documents ensuring accuracy.
Sign processed cheques so that payments are made in a timely manner.

Perform any otherrelated duties asrequired by Sup ervisor or any other senior officer in order to contribute to
the effectiveness and efficiency of the department.

Dev elop the trust and support of colleagues and stakeholders
Manage time effectiv ely

Provide leadership in area of responsibility

Ensure products and services meet quality requirements
Provide information and advice to others

Plan for the use of resources

Plan for change

Minimise interpersonal conflict

Normal office environment

MINIMUM
QUALIFICATIONS AND
EXPERIENCE

Bachelor'sDegree in Accounting, Finance orrelated field

Four (4) yearsrelated experience

Sound knowledge of Government structure, policies and procedures
Sound knowledge ofrelev ant laws, regulations and policies

Excellent knowledge of financial software packages

Excellent knowledge of accounting, finance and debt management
Sound oral and written communication skills

Sound knowledge of the use of standard office equipmentand computer applications
Excellent analytical and decision-making skills

Excellent interpersonal and organisational skills

Ability towork wellunder pressure

HOW TO APPLY

All applications for employment to the Publicé Applicants should submit the Employment Application (available at: www.bvi.gov.vg); a
Service, including applications for transfer Résumé/Curriculum Vitae of their relevant experience and quadlifications; with two personal
under the Employee Mobility Programme reference letters; certified copies of identification, citizenship, and academic
must be submitted to the address provided certifications/diplomas/licenses, along with a police certificate from your place of residency.

below by the job closing date.

Agency:
Public Service Commission

Applying through the Employee M obility Programme: Applicants interested in transferring to the
Public Service through the Employee Mobility Programme must submit the standard Employment

c/o Department of Human Resources Application (see above) along with the Employee Mobility Application (available at:

Road Town, Tortola VG 1110

British Virgin Islands

www.bvi.gov.vg/services/emp. All sections of both forms must be thoroughly completedin order to
prevent delays in processing applications. For more information about the Employee M obility

Or by email: hrdemployment@gov.vg Programme, click www .bvi.gov.vg/services/emp.

Important Notice: Qualified candidates who are considered for potential employment with the
Government of the Virgin Islands may be requested to provide further criminal history record
information. Evidence of a criminal conviction or other relevant information obtained shall not
automatically disqualify an individual from employment with the Government of the Virgin Islands.

It is the policy of the Govermment of the Virgin Islands that appoint ments to t he Public Service, and promotions within the Service, be based on the merit principle — without discrimination
based onrace, age (save as restricted by law ), religion, political affiliation, sexual orientation, marital st atus, or family relationship.

CONTACT THE DEPARTMENT OF HUMAN FOR MORE INFORMATION ABOUT THE EMPLOYMENT PROCESS

Department of Human Resources « Cenfral Administration Buiding ¢ Wickhams Cay | * Road Town ¢ Tortola e British Virgin Islands | Tel (284) 468-2178 « Fax (284) 468-3191 « E-mail hrdbvi@gov.vg


http://www.hrdemployment@gov.vg/
http://www.bvi.gov.vg/sites/default/files/Employment%20Application%20Form.pdf
file://isu9000/hr$/Work/VACANCY%20NOTICES/2017/PSC/www.bvi.gov.vg/services/emp

