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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES
INTERNAL/EXTERNAL VACANCY NOTICE *
Title of Position:


Finance Associate
Position Number:

10012762
Category & Level:

General Service, G-6
Location:


Financial Control Section (FCS)




Global Service Centre, Budapest

Effective date:


ASAP
Duration:
for a period of one year in replacement capacity**
Closing Date:


12 February 2012
Organizational Context 
Reporting to the Controller’s Office, the Financial Control Section (FCS) is responsible for the management and control of finance and UNHCR accounts.

As part of the FCS, the Accounts Payable and Accounts Receivable (AP/AR) Unit is mainly responsible for the following duties:

· Provide financial advice and support to Field Offices (FO) and Headquarters (HQ) mainly in the following areas: Vendor creation, approval and maintenance, Non-Purchase Order (PO) and PO Voucher workflow, processing HQ payments, recognizing Contributions Revenues and recording Accounts Receivable and month-end and year-end closure of UNHCR accounts.  

· Ensure the integrity and smooth functioning of the AP/AR workflow and processes.

· Actively participate in the preparation of the statutory annual financial statement of accounts for certification by the Board of External Auditors and for the Executive Committee. Liaise with Auditors (Internal and External) and develop responses to audit queries with regard to UNHCR accounting procedures and policies.

· Control/Monitor financial transactions in order to ensure that they are in conformity with UNHCR Rules and Procedures, United Nations System Accounting Standards (UNSAS) and International Public Sector Accounting Standards (IPSAS).

· Recommend and formulate financial/accounting policies and procedures in line with UNHCR financial rules, UNSAS and IPSAS, including income recording; this may require engagement in technical discussions regarding maintenance of UNHCR accounts, including with the UN Secretariat and other UN agencies.

· Implement procedures for financial management and control; this requires maintaining adequate internal financial controls as per Financial Internal Control Framework and approving the Delegation of Authority Plans (DOAPs) submitted by FOs.

Duties & Responsibilities
Support
· Provide guidance to FOs when they encounter problems in the daily usage of MSRP and respond to Global Service Desk incidents in Touchpaper in connection with deposits and contributions (such as setup, tracking and cancellation of deposits and ChartFields to be used for revenue recording), deposit queries, printing deposit acknowledgements and Non-PO Vouchers (such as creating, editing and deleting Non-PO Vouchers, bank information and payment method issues and status inquiries).
· Participate in the development of Productivity Kit (UPK) contents within area of responsibility.

· Contribute to proposals for training plans, undertake Field missions for training on MSRP, give presentations and/or on-the-job training to FO staff and submit mission reports within 3 days upon return from missions. 

Control, monitor and process accounting transactions
· Run contribution allocation, reclassify entries in the clearing account to appropriate revenue accounts and reconcile Enterprise Performance Management (EPM) to the AR sub-ledger on a weekly basis. 

· Match deposits received by Treasury with receivables in the AR sub-ledger or follow up if receivables have not been posted yet.  

· Monitor validity of receivable and payable accounts related to contributions (e.g. the pass-through account), and follow-up on necessary actions required from DER, FCS or other Divisions/Sections regarding these accounts
· Record rejected payments that have been returned by beneficiaries’ banks to HQ bank accounts and issue replacement Vouchers.

· Prepare and upload PO and Non-PO Vouchers. 

· Update Vendor Records relating to Vouchers prepared by the Unit.

· Prepare foreign exchange report for the use of Management no less frequently than on a monthly basis.

Other activities

· Participate in the month-end and year-end closure of UNHCR accounts.

· Contribute to the enhancement of current accounting practices and procedures as well as make suggestions for systems development as a member of special task force teams.

Any other tasks as deemed necessary or as delegated by the Chief of Section in order to meet the level of services required from the FCS by the Organization.  

The above duties are subject to change, as part of a restructuring of responsibilities and duties within the AP/AR team to meet new challenges, including IPSAS.
Qualifications, Requirements:

Education:
Completion of secondary education with post-secondary courses/training/diploma in Accounting, or Business or Public Administration, Commerce, Finance or any other related fields.
Experience:
Minimum 6 years of experience in accounting and/or in financial management in an international, decentralized and/or multinational environment OR minimum 6 years of job experience in the area of finance and/or accountancy with exposure to diverse accounting standards and to finance industry best practices.  Of those 6 years, at least 3 years should be in a capacity directly relevant to current functions. 

Languages:
Excellent knowledge of spoken and written English.  Working knowledge of other UN language, preferably French, is desirable.

Other Requirements:

· Proven ability to deal with multiple tasks in a courteous and service-oriented manner in a demanding work environment that often has short deadlines. 

· Excellent computer skills and knowledge of MS Office applications and ERP Systems.

· Good analytical skills and ability to think creatively to find rapid solutions.

· Ability to produce high quality output with desirable results. 

· Good communicator with strong interpersonal skills to deal with staff members of different cultural and educational backgrounds. 

· Strive to live up to high ethical and professional standards. 

· An outgoing personality and a team player with a service-oriented attitude.

· Knowledge of UNHCR and UN financial rules and regulations is an asset.
Potential candidates will be required to pass a finance/accounting test.
Eligibility
Internal candidates are General Service staff members currently serving at the duty station where the vacancy exists, including those with reduced seniority, who have been appointed through the APPC process. Only staff members who have served for a minimum of one year in their present post will be eligible to apply for vacancies. Interested staff members should consult the revised APPC Procedural Regulations, regulations 16-22 on eligibility to apply for a General Service Vacancy, before submitting an application.  If you have questions regarding eligibility, please contact Gabor Szucs (szucs@unhcr.org).
Lien to the position

Interested staff members should consult the APPC Procedural Regulations, regulations 62-63 before submitting an application.  
External candidates must be legally present in Hungary at the time of application, recruitment and hire.

Submission of applications

If you wish to be considered for this vacancy, please submit your application letter and personal history form (P11) by e-mail with “Application for the Finance Associate (10012762) position” in the subject line to: HQBSCAPC@unhcr.org by 12 February 2012.
The Personal History Form (P11) is available at the following link: http://www.unhcr.org/recruit/P11_UNHCR.doc

Only short-listed candidates will be notified.  No late applications will be accepted.
Salary scales are available at http://www.un.org/depts/OHRM/salaries_allowances/salary.htm
* NB: The names of external applicants will only be sent to the manager if there are no internal applicants.

** 
NB: There is a lien to this position.

