[image: X:\Resources\All Staff\New PC Logo - Fiji\Email Banners\JPG\16-FIJI-headers.jpg]








EMPLOYMENT VACANCY ANNOUNCEMENT:  Principal Cashier 
________________________________________________________________________________


About the Peace Corps

The Peace Corps (www.peacecorps.gov) is an American government agency that facilitates intercultural learning across the globe. Since Peace Corps was invited to Fiji in 1968, over 2,500 Peace Corps Volunteers have lived in local villages and communities for two-year tours, honoring traditional customs and empowering village youth and adults.

Position Summary

This position is responsible for the oversight of the Peace Corps Imprest fund in Fiji, equivalent to $18,000 US dollars. The position also serves as the Purchase and Travel Card holder for Post. The Cashier manages the annual Volunteer in Country Living Allowance logistics and oversees the financial database used to track the volunteer payment schedule. This position also prepares spreadsheets for budgeting purposes and assists with other administrative operations as needed. This position works Mondays through Fridays, 8:00am to 5:00pm and evening and weekends as required.

Duties of a Cashier include:

· Imprest Fund Management
· Responsibilities as a cashier include performing limited cash disbursements as directed by the Director of Management and Operations (DMO), proper disbursing and collecting of funds, proper accounting for funds advanced, safeguarding funds advanced, and accepting personal responsibility and financial liability for funds after successful completion of the requisite training for performing cashier duties.
· Makes payments to Trainees, Volunteers, Staff, and Vendors from the Imprest Fund; disbursing cash only for advances and vouchers that have been properly completed and bear authorized signatures and fiscal coding; and ensures calculations are correct before payment is made.
· Assures that the Imprest Fund is properly maintained and submits accurate documentation to Peace Corps Washington for fund replenishments on a weekly basis. Requests replenishment checks at a level to ensure balance meets Post's requirements without having cash on hand in excess of needs; initiates requests to lower or increase accountability when necessary.




· Volunteer Allowances and Reimbursement

· Counsels volunteers regarding logistical support and works closely with the Programming Unit in organizing and finalizing travel arrangements for PCVs. Verifies all travel advances and reimbursement vouchers with travel authorizations. 

· Assist with administrative requirements for all volunteer activities, such as banking, emergency leave, medical evacuation (in co-ordination with Post Medical Staff), resignation, termination, transfer, etc.

· Processes all financial transactions related to volunteer allowances and reimbursements in the financial system according to approved documents. All required supporting documents must be scanned and/or filed in the designated locations to substantiate the procurement. 

· Fiscal and Administrative
· Recommends solutions to financial problems and the establishment of suitable accounting control procedures.
· May serve as back up to Small Project Assistance (SPA) Coordinator and provides financial data and support for SPA Program Coordinator, Staff and PCVs.
· Demonstrates capability in word processing and Excel, enabling the cashier to respond to correspondence, prepare written reports and guidelines relating to financial management issues for both Volunteers and staff. Drafts financial letters, memoranda, and e-mails for signatures of the DMO and/or Country Director.
· Works effectively with both staff and volunteers within Peace Corps/Fiji, providing relevant support as necessary to the Administrative, Programming, Training and Medical Units. Provides timely and appropriate information on Imprest Fund and financial management matters to Senior Managers.

Required Qualifications
· University degree in Business, Accounting or related field with a minimum of 5 years’ experience 
· Experience with high volume money handling and cash management practices
· Work experiences/duties that require a high level of integrity and trust
· Experience with internet banking and utilizing social media platforms to groups as needed
· Strong customer service skills and attitude 
· Intercultural experience, ideally working with US citizens
· Excellent English oral and written communication skills
· Candidates should be Fiji Citizens, with valid passport (international travel is required)
· Candidates should have a Valid Fiji Driver’s License
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To Apply

Interested applicants must submit the following documents in English:
1. Letter of interest;
2. A current resume or curriculum vitae;
3. Copies of relevant degrees and other qualifications earned;
4. Names and contact information for three referees
5. Copy of valid driver’s license 

Applicants may submit materials in any of three ways:
· Email: pcfijijobs@peacecorps.gov (please send the documents as PDF or MS Word attachments)
· In person: Drop off the application at the Peace Corps Office: 24 St. Fort Street, Suva
· Mail: US Peace Corps, Private Mail Bag, Suva 

Application Deadline
3:00 pm on March 8, 2021

Note: Only the top candidates meeting the noted qualifications above will be contacted and interviewed. The selected candidate will undergo a security certification and background check prior to being offered the position. 
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