	INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

	Adapted for use with Computer-Aided Job Evaluation (6/2005)

	1.  POST
	2.  AGENCY
	3  POSITION NO.

	Pretoria
	             USAID

	     

	4.  REASON FOR SUBMISSION

	 FORMCHECKBOX 
  a.       Reclassification: This position replaces
	
	
	
	
	

	
	Position No.
	     
	,
	     
	(Title),
	     
	(Series)
	     
	(Grade)

	 FORMCHECKBOX 
  b.
	New Position 
	     
	,
	Auditor
	(Title),
	FSN- 431
	(Series)
	09
	(Grade)

	 FORMCHECKBOX 
  c.
	Other (explain) 
	     
	

	
	
	
	

	  5.  CLASSIFICATION ACTION
	Position Title and Series Code
	Grade
	Initials
	Date

	a)  Post Classification Authority
	     
	     
	     
	     

	b)  Other
	     
	     
	     
	     

	c)  Recommended by Initiating Office
	     
	     
	     
	     


	6.  POST TITLE OF POSITION (if any)
	
	7.  NAME OF EMPLOYEE
	

	
Auditor FSN
	
     

	8.  MISSION OR OFFICE
	c.  Third Subdivision

	
USAID/South Africa
	
     

	a.  First Subdivision
	d.  Fourth Subdivision

	
Regional Inspector General
	
     

	b.  Second Subdivision
	e.  Fifth Subdivision

	
     
	
     

	9.  This is a complete and accurate description of the duties and responsibilities of my position.
	10.  This is a complete and accurate description of the duties and responsibilities of this position.

	                                                      
	
	                           
	
	
	                                                      
	
	                           
	
	

	
	Signature of Employee
	
	Date
	
	
	Signature of Local Supervisor
	
	Date
	

	11.  This is a complete and accurate description of the duties and responsibilities of this position.  There is a valid management need for this position.
	12.  I have satisfied myself that this is an accurate description of this position, and I certify that it has been classified in accordance with appropriate Local Employee Position Classification Standard.

	                                                     
	
	                           
	
	
	                                                         
	
	                        
	
	

	
	Signature of American Supervisor
	
	Date
	
	
	Signature of Administrative or Personnel Officer
	
	Date
	

	13.   BASIC FUNCTION OF POSITION

	Responsible for overseeing audits of USAID/SA’s financial activities.   

	14.   MAJOR DUTIES AND RESPONSIBILITIES 








    % OF TIME

	a.
Perform desk reviews of financial audits and quality control reviews of independent public audit firms and auditors general in southern and eastern Africa to determine if audit work was performed in accordance with U.S. Government Auditing Standards and the Guidelines for Financial Audits Contracted by Foreign Recipients.   Average annual value of the activities being audited is between $10 million and $50 million.  Average annual value of the audit contracts with public accounting firms is between $250,000 and $500,000. 

1. Contact USAID personnel as well as appropriate officials of the governments of host countries and of public and private organizations to obtain and verify information.  Incumbent may be required to travel within South Africa and other countries in southern and eastern Africa to conduct quality control reviews and for other related audit purposes.

2. Develop sufficient audit documentation to support the conclusions drawn from desk reviews and quality control reviews.
3. Prepare well-written draft reports presenting review findings, conclusions and recommendations for review by supervisor.                                                                                              (60%)
b.
Provide support for training events benefiting USAID Missions, audit firms, auditors general, recipients of USAID funds and RIG staff members.                                                                                                (10%)
c.   Meet with senior USAID officials to discuss findings and recommendations.                                     (05%)
d.   
Follow up on related audit recommendations and assess appropriateness of corrective actions taken by audited entities.                                                                                                                                                 (15%)

e.  
Perform other duties, as may be required.                                                                                            (10%)



	15. REQUIRED QUALIFICATIONS

	       a.  Education:  [Academic, vocational, professional, certification]

	Must possess a university degree in accounting, finance or business administration.  

	       b.  Prior Work Experience:  [Functional area/duration, supervisory/duration]

	At least 3 years of progressively responsible experience in the professional level accounting or auditing. Chartered Accountant (CA) highly desirable. Previous experience with USAID or auditing nonprofit organizations highly desirable. 

	       c.  Knowledge:  [Organizational, geopolitical, specialty]

	Knowledge and understanding of the professional accounting principles, theories, practices and terminology as well as the principles and accepted practices of South African governmental and business accounting are required. Knowledge of accounting operations dealing with the audit process is also required. Familiarity with USAID financial regulations is highly desirable.   

	       d.  Intellectual:  [informational complexity, independence/problem-solving, multi-tasking abilities, planning ahead, innovation]

	Must have keen analytical ability and be capable of exercising sound independent judgment.  Must have the ability to: (1) review large quantities of difficult and possibly conflicting materials to find relevant information, and (2) professionally evaluate the audit implications of relevant data.  Must have the ability to present facts and recommendations in a clear and concise manner.  Must be able to deal effectively with senior officials in the audit process and in presenting and defending recommendations.


	       e.  Language & Communications Proficiency:  [English and/or other language; verbal/written skills]

	Level IV English ability (both written and oral) is required.

	       f.   Other Skills and Abilities:  [Mental, mechanical, technical]

	Must be familiar with, and be able to effectively use, applicable computer software such as MS Word, MS Excel, MS PowerPoint, MS Outlook and Windows 2000.

Incumbent must be willing and able to travel throughout the RIG/Pretoria region, which includes over twenty countries in southern and eastern Africa. 

	16.  POSITION ELEMENTS

	a.  Supervision Exercised:  [Direct, chain of command, other indirect]

	None

	       b.  Resources Managed:  [Financial, contracts/grants, information/records, expendable/non-expendable property, real estate]

	Responsible for government issued laptop computer to be used in accomplishing the duties described above.

	       c.  Exercise of Judgment:  [Task prioritization, problem-solving, representing employer]

	Work will be reviewed for sound judgment, completeness of audits and follow-ups, adequacy of justification and recommendations.

	       d.  Exercise of Authority:  [Determining work plans, managing project s, setting policy/procedures]

	Not responsible setting internal policies and procedures.  Has ability to resolve problems of limited complexity that arise in the execution of duties.  

	e.  Expertise Used:  [Procedural, technical/professional, policy/strategy]

	Ability to interpret and provide advice to external organizations on the recipient-contracted audit guidelines and U.S. Government Auditing Standards. 

	      f.    Nature, Level, and Purpose of Contacts:  [Purpose/intensity/level of oral and written communications, internally/externally]

	Direct contact with necessary levels of USAID and officials of host countries government, public and private organizations.       

	      g.   Workplace Conditions:  [Environment, hazards, physical/mental stress, work schedule]

	May be required to occasionally undertake moderately physically demanding activities and deal with moderately stressful interactions with parties external to USAID.

	      h.   Impact:  [Internal/external]

	Has a moderate amount of impact on both the internal organization and external relations. 

	       i.   Time Required to Perform Full Range of Duties after entry into the Position:   

	12 months


Adapted from OPTIONAL FORM 298 for CAJE  (08-2005)

                                                                                 USAID/SOUTH AFRICA

