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Opening Date: 24 October 2016  

Closing Date: 07 November 2016 

Location: Tortola 

Vacancy Notice No. 86/2016  

Job Classification: Grade 14  

Ministry/Department/Unit: Ministry of Natural Resources and Labour 

Position Details: One year probationary period  

Established position  

Employment Type: Full-time  

Remuneration/Benefits: Salary range $47,371 – $75,282. Salary is commensurate 

with relevant qualifications and experience. 
   

ROLE SUMMARY The successful applicant will control and evaluate the effective management of the financial resources of the 

Ministry of Natural Resources and Labour and its Departments. Undertakes activities related to the development 

of the operating and capital programmes of the Ministry. 

MAIN RESPONSIBILITIES 1. Advises management in the Ministry and Departments on financial matters to ensure decisions are based 

upon up-to-date, expert information. 

2. Scrutinises petty contracts for approval to ensure accuracy and veracity of contracts. 

3. Conducts financial analysis and produces quarterly reports on the Ministry and Departments to establish 

spending patterns. 

4. Monitors the expenditure of both the capital and recurrent vote accounts to ensure correct payments are 

being processed and to review any suspect entries. 

5. Supervises staff of the Accounts Unit, schedules and assigns work, responds to complaints, evaluates 

performance and manages leave to ensure effective and smooth running of the Unit. 

6. Monitors and reports on the physical and financial progress of all projects under implementation to ensure 

goal congruence. 

7. Manages the activities of projects through the investment phases, including tendering, negotiation and 

contracting, to ensure a consistent approach is adopted throughout. 

8. Attends cross-Ministry meetings of a financial nature so that the Ministry and its interests are represented. 

9. Performs fiscal analysis and makes recommendations relating to the status of account balances to the 

Accounting Officers of the Ministry. 

10. Manages fiscal transactions and related financial activities pertaining to the preparation and maintenance 

of the capital and operating budgets. 

11. Prepares first draft of revenue, recurrent and capital budget estimates for the Ministry. 

12. Liaises with the Departments under the Ministry in developing their budgets and prepares the budget of and 

its units. 

13. Reconciles vote books of the Departments in the Ministry. 

14. Ensures fiscal compliance in the Ministry, its Departments and Statutory Bodies. 

15. Performs any other related duties as required by the Supervisor or any other senior officer in order to 

contribute to the effectiveness and efficiency of the department. 

BEHAVIOURAL 

COMPETENCIES 

 

1. Manage time effectively 

2. Manage your own resources and professional development 

3. Provide leadership in area of responsibility  

4. Develop the trust and support of colleagues, stakeholders and line managers  

5. Implement change 

6. Obtain and analyses information for decision making 

 

WORKING CONDITIONS/ 

ENVIRONMENTAL FACTORS 

 Normal office environment  

MINIMUM 

QUALIFICATIONS AND 

EXPERIENCE 

 Master’s Degree in Accounting, Finance, Economics or equivalent 

 CPA or ACCA certification is preferred 

 Five (5) years’ experience in a related area  

 Expert knowledge of Government structure, policies and procedures 

 Expert knowledge of applicable laws, regulations, policies and procedures 

 Expert knowledge of accountancy principles and procedures 

 Expert knowledge of JD Edwards Accounting Software 

 Excellent project management skills 

 Excellent analytical skills and decision-making skills 

 Excellent planning and organisational skills 

 Excellent knowledge of computer programmes used for analysis and databases 

 Good knowledge of the use of standard office equipment 

 Excellent oral and written communication skills 
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 Sound supervisory and management skills 

HOW TO APPLY 

All applications for employment must be 

submitted to the address provided below by 

the job closing date. 

Agency:  

 Public Service Commission 

 c/o Department of Human Resources 

 Central Administration Complex 

 Road Town, Tortola VG 1110 

 British Virgin Islands  

Or by email:  hrdbvi@gov.vg 

 

 Applicants should submit the Employment Application (available at: www.bvi.gov.vg); a 

Résumé/Curriculum Vitae of their relevant experience and qualifications; with two personal 

reference letters; certified copies of identification, citizenship, and academic 

certifications/diplomas/licenses, along with a police certificate from your place of residency. 

 

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. 

 

mailto:hrdbvi@gov.vg
http://www.bvi.gov.vg/sites/default/files/Employment%20Application%20Form.pdf

