
Career Opportunity
The Ministry of Legal and Constitutional Affairs is seeking to recruit a suitably qualified person to fill the vacant post of Accounting Technician (FMG/AT 3) salary range $1,984,305.00 to $2,668,670.00 per annum.

JOB PURPOSE

Under the direction of the Accountant, the Accounting Technician (FMG/AT 3) ensures that all activities essential to the efficiency of the Ministry are provided financially and ensures that payments are made to suppliers.

KEY RESPONSIBILITIES
Technical/Professional:

Accounts Payable

· Prepares Annual Draft Estimate for Recurrent and Capital Expenditure.

· Ensures that goods, equipment and services for the Ministry are carried out

according to procurement guidelines.

· Ensures all Accounting records are properly kept.

· Checks all invoices for correctness.

· Reviews Financial Statement for correctness of payments and balance.

· Monitors funds and payments by liaison with Accountant of the Ministry.

· Prepares Financial Report based on financial status of the Ministry.

· Monitors actual Expenditure against Budget for variances and report to Head of Department for corrective action.

· Prepares Estimates and Monthly Report for Non-Tax revenue and ensure there is no

· shortfall in targeted collection.

· Prepares Monthly Schedule of invoices for payment based on monthly subvention.
· Responds to Audit Queries from Internal and External Auditors.

· Responds to queries of financial nature.

· Monitors and verifies invoice items are received.

· Ensures accountability of internal records and control.

· Verifies claims and payments for compliance with budget constraints.

· Assists Heads of Units in Budget Development.

Accounts Receivable:

· Updates and maintains Accounts Receivable Records, ensuring accurate and timely

posting of transaction.

· Ensures accurate and timely preparation and remittance of invoices.

· Follow-ups with clients to ensure the timely receipt of payments on outstanding balances.

· Maintains appropriate internal control and safeguards.

· Performs any other related function as directed by Head of Department.

Payroll:

· Manages the operation of an effective and efficient payroll system by being directly responsible for the preparation of fortnightly/monthly payroll for permanent and temporary staff.
· Implements, maintains, and reviews payroll processing systems to ensure timely and accurate processing of payroll transactions including salaries, benefits, statutory obligations (taxes), and authorized deductions; and changes to pay scales.

· Reviews and certifies that salaries and benefits are correctly computed by the system and any differences/errors found are promptly corrected.

· Reduces the numbers of instances of overpayment and underpayment of salaries through the integration of stricter controls and checking.

· Reviews and certifies that all statutory deductions and other authorized deductions are paid over in accordance with established procedures and timeframes.
REQUIRED COMPETENCIES
· Good oral and written communication skills;
· Teamwork and co-operation;
· Good interpersonal skills;
· Ability to work on own initiative;
· Good problem-solving skills;
· Good time management skills;
· Good customer and quality focus skills;
· Good analytical skills.
MINIMUM REQUIRED QUALIFICATION AND EXPERIENCE
· AAT Level 3; or

· ACCA-CAT level C/Level 3; or

· ACCA Level 1; or

· NVQJ Level 3, Accounting; or

· Diploma in Accounting from an accredited University or Community College; or

· Associate of Science Degree in Business Studies/Business Administration from an

· accredited tertiary Institution; or

· Associate of Science Degree in Accounting, MIND; or

· Diploma in Government Accounting, MIND Government Accounting Levels 1,2 & 3; or

· BSc Degree in Accounting or Management Studies with Accounting; or

· BBA Degree; or

· Successful completion of three (3) years of any of the Bachelor’s Degree programmes

· mentioned above.

· Three years’ experience in a similar capacity.

Kindly submit cover letter and resume along with the names, telephone numbers and email addresses of two (2) references, one must be a former/current supervisor

no later than Monday, May 22, 2023 to:

Director, Human Resource Management and Development
Ministry of Legal and Constitutional Affairs
61 Constant Spring Road,

Kingston 10
Email: careers@mlca.gov.jm
The Ministry of Legal and Constitutional Affairs thanks all applicants for their interest, but only those shortlisted will be contacted.
