U. S. Department of State
- INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2).

1. Post 2. Agency 3a. Position Number
American Embassy Abidjan US Department of State

3b. Subject to Identical Positions? Agencies may show the nhumber of such positions authorized and/or established after the "Yes" block.

l:l Yes l:l No

4. Reason For Submission
a. Redescription of duties: This position replaces

(Position Number) 100522 (Title) Voucher Examiner (Series) 420 (Grade) 6
I:l b. New Position
c. Other (explain) Hiring purpose
g . . - . . e Date
5. Classification Action Position Title and Series Code Grade Initials (mm-dd-yyyy)
a. Post Classification Authority Voucher Examiner, FSN-420, 7 7
b. Other
c. Proposed by Initiating Office
6. Post Title Position (If different from official title) 7. Name of Employee
Voucher Examiner
8. Office/Section a. First Subdivision
American Embassy Abidjan, Cote d'lvoire Admin
b. Second Subdivision ¢. Third Subdivision
Financial Management Center
9. This is a complete and accurate description of the duties and 10. This is a complete and accurate description of the duties and
responsibilities of my position. responsibilities of this position.
Printed Name of Employee Printed Name of Supervisor
Signature of Employee Date (mm-dd-yyyy) Signature of Supervisor Date (mm-dd-yyyy)
11. This is a complete and accurate description of the duties and 12. | have satisfied myself that this is an accurate description of this
responsibilities of this position. There is a valid management need position, and | certify that it has been classified in accordance
for this position. with appropriate 3 FAH-2 standards.
Printed Name of Chief or Agency Head Printed Name of Admin or Human Resources Officer
Signature of Section Chief or Agency Head Date (mm-dd-yyyy) Signature of Admin or Human Resources Officer Date (mm-dd-yyyy)

13. Basic Function Of Position

This position is located in the vouchering unit of the Financial Management Center (FMC), American Embassy Abidjan and reports to
the Supervisory Voucher Examiner/Cashier. This position reviews and processes all types of vouchers submitted for payment from
State Department, DAO, CDC, OSC, ICASS, DS, OBO, Public Affairs and Other Posts. The incumbent performs duties in
compliance with USG regulations and ICASS Service Standards.

14. Major Duties and Responsibilities 75 % of Time

1. Examines, reviews, and interprets regulations in order to process all types of vouchers submitted to FMC for payment. Vouchers
include travel reimbursement, travel advances, utility bills, leases, goods and services, contracts, petty cash transactions, grants,
allowances and representation claims. Utilizes Direct Connect, Microsoft Word, Travel Manager, NT Explorer, WebPASS and Excel
to carry out voucher examination duties. Applies FTR/JFTR, F AM & F AH, DSSR, appropriation law, contracts & amendments,
purchase orders, BP As, travel authorizations, travel advances, grants, personnel actions, and leases in making initial payment
determination. Cordinates with accounting unit to verify fiscal data and to ensure funds availability.

2. Researches and responds to vendor/customer inquiries related to payments status, fund transfer notifications or attending,mestings-,
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15. Qualifications Required For Effective Performance

a. Education . i
Completion of Secondary School is required.

b. Prior Work Experience
Minimum one to three years Financial Experience required.

c. Post Entry Training
On the job training in Computer Operations, RFMS COAST, Voucher Examiner Course, Direct Connect, Travel Manager,
WebPASS, Word/Excel/NT Explorer.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (ll, 1ll) and specialization (sp/read).
English Level 4 (Fluency) (Writing/Speaking/Reading) and French Level 3 (Good Working Knowledge)
(Writing/Speaking/Reading) required.

e. Job Knowledge
Thorough knowledge of applicable sections of the regulations in making initial payment determination: These includes
FTR/JFTR, FAM & FAH, DSSR, and Appropriation Law. Plus the Standardized Regulations of Services Agencies and
procedure guidelines for the Charleston Financial Service Center.

f. Skills and Abilities
Ability to comprehend and logically and properly apply to the voucher examining process the various detailed technical program
regulation, terms and conditions. Must have tact and the ability to explain clearly and convincingly the rationale for payment
disallowances or penalties.

16. Position Element

a. Supervision Received . . o . . . . ]
Direct direct supervision from the Financial Management Specialist, with overall supervision from the Regional Financial

Management Officer (RFMO).

b. Supervision Exercised

N/A

c. Available Guidelines

Appropriate sections of Volumes 3,4 and 6 of the Foreign Affairs Manual, Standardized Regulations, Manuals of other serviced
agencies and Records Management Handbook.

d. Exercise of Judgment

Routine work is performed independently according to manuals, regulations and operating procedures.

e. Authority to Make Commitments

None

f. Nature, Level, and Purpose of Contacts

Frequent contacts at all level throughout the Mission.

g. Time Expected to Reach Full Performance Level

One Year.
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Addendum 1

Distribute copies of processed vouchers to serviced agencies. Maintains a current file for all processed ~nd approved
vouchers to facilitate research. Assemble all certified vouchers and prepares them for filing. During peak Workload
period and in occasional absence of an employee serves as backup.

15%

3. Processes Ambassador's and DCM's ORE staff monthly Social Security deposits. Maintains

payment records and reconciles benefit payments with Social Security personnel.



