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

Signature of Supervisor

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. 

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

(mm-dd-yyyy)
DateInitialsGrade

Financial Management Specialist, FSN-405 11 JC 09-07-2016

Position Title and Series Code

Date (mm-dd-yyyy)

2.  Agency

DEPARTMENT OF STATE 

6.  Post Title Position (If different from official title)

Financial Management Specialist

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

U. S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

3a.  Position Number

100443

4.  Reason For Submission

a.  Redescription of duties:  This position replaces 

(Title) (Series) (Grade)

b.  New Position

5.  Classification Action

  a.  Post Classification Authority

  b.  Other

  c.  Proposed by Initiating Office

7.  Name of Employee

  a.  First Subdivision

Financial Management Center (FMC)

  c.  Third Subdivision

Signature of Employee Date (mm-dd-yyyy)

Signature of Section Chief or Agency Head

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 3 FAH-2 standards.

Date (mm-dd-yyyy)          Signature of Admin or Human Resources Officer

This position is located in the FMC, U.S Embassy Abidjan and provides expert financial advice on all budget and financial matters to
the FMO, and supported agencies, including the interpretation of USG regulations; performs duties in compliance with the unique
financial policy of each agency/section and ICASS standards. As the key expert on all budgets and ICASS related issues, he/she reports
directly to the FMO; has primary responsibility to oversees the financial planning, budget formulation, development, control and
management for budget/review of funding authorizations for ICASS, PROG, PD, DS, CONS, MRV, DV, MSG, OBO-FM, OBO-7901,
OBO-LEASE, CDC, DOD, OSE, USAID, PEPFAR, PRM, and Representational funds in excess of $24 million in an annual basis. 

(Continue on blank sheet)

           

           

,

13. Basic Function Of Position

% of Time14. Major Duties and Responsibilities

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

(Position Number)

 XYes No
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Date (mm-dd-yyyy)

 c.  Other

8.  Office/Section

 Management Section

  b.  Second Subdivision

Management

(Formerly OF-298)

(explain)

1.  Post
ABIDJAN

         Printed Name of Admin or Human Resources Officer         Printed Name of Chief or Agency Head

Printed Name of Employee Printed Name of Supervisor

As the FMC Supervisory Financial Management Specialist, the incumbent is responsible for the overall management and direction of
FMC operations for the Department of State and other ICASS subscribing agencies and represents the FMO during his/her absence
and provides responsibility for the overall management of the FMC:  Directing the implementation, coordination and management of
the full range of financial services including budget formulation and execution, financial planning and reporting, allotment and funds
accounting, cashiering, pay-rolling and voucher examining for the State Department and other supported agencies, including ICASS
in excess of $24 million.

1.  Oversees and performs the full range financial planning and formulates budgets - 55% (See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
University (Bachelor's) Degree in Finance, Accounting, Economics, Math, Statistics or Business Administration is required.

b.  Prior Work Experience

c.  Post Entry Training
Training is required in all aspects of DoS Regional Financial Management System, Budget Management Programs, ICASS,
MRR, USG and individual agency accounting structures, regulations and procedures of the financial organization structure of

 the Embassy's operational accounts and budgets.  Regular on-going and refresher training on new or revised financial
applications. 

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 

Level 4 (Fluent) Reading/Speaking/Writing in English and level 4 Reading/Speaking/Writing in French are required for
interaction with government and private industry interlocutors in Ivory Coast and supported francophone countries.

e.  Job Knowledge
Must know the financial regulations, guidelines and procedures of State Department:  Appropriations Law, FAM, FAH, and
DSSR. Have a strong and comprehensive understanding of the local economy and surrounding issues that related to local pricing
and legislature and regulations in the retirement fund and banking industry.  Know other pertinent manuals of operations and the
financial guidelines and procedures of attached agencies relating to management of their budgets and allotments at Post. 

16.  Position Element

a.  Supervision Received 

Immediate supervisor is the Financial Management Officer.

b.  Supervision Exercised
This position has overall supervision over FMC staff; directly supervises the Accounting Unit (3 Budgets Analysts), the
Vouchering Unit (5 V/Es; 2 V/Es, 1 V/E/Alternate Cashier, 1 V/E/Administrative Assistant, 1V/E/Accounts Receivable and
indirect supervision of the class B cashier in FMO's absence.  Supervision is extended to all aspects of the FMC's financial
responsibilities and administrative duties. 

c.  Available Guidelines
FAM, FAH, DSSR, FSN Manuals, RFMS and GFS Operations Manuals, ICASS Standards, ICASS Handbook, Appropriations
law, Webpass, LCP, AF bureau policy guidelines, Federal Acquisition Regulations (FAR) and Department of State Acquisition
Regulations (DOSAR), other agency policy manuals, and Post Specific Management Notices. 

d.  Exercise of Judgment

Within guidelines established by supervisor, incumbent exercises own judgement in all matters for which he/she is responsible.
Incumbent has broad authority to exercise independent judgment in financial matters relating to the operating and financial
planning of post operations and the financial support provided to serviced agencies. Incumbent must be able to lead and direct
work assignments and initiatives undertaken by FMO and take decisions regarding certification.

e.  Authority to Make Commitments

None

f.  Nature, Level, and Purpose of Contacts

Close contacts with all levels of Post Management positions throughout the Mission; Heads of Agencies in Abidjan and their
financial liaisons. Also interacts with all levels of the DoS with Post financial concerns, other USG department and Agencies'
Headquarters in Washington, local and overseas contacts. Also interact with banks and vendors to discuss issues and best
methods to resolving potential problem areas.  

g. Time Expected to Reach Full Performance Level

Two Years.

f.  Skills and Abilities

Must have in depth financial planning and accounting. Must possess a high level of interpersonal skills to effectively supervise
subordinates to ensure productivity and high performance and properly trained and motivated. Abide to relate funds management
with Mission programs, and understand the implications of changes in priorities and direction of programs. Should understand
financial management implications of changes of priorities and direction of programs; be able to recommend alternative options.
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Seven years of progressively more responsible work in financial and resource management.  Performing work of a
program/technical/administrative nature where emphasis placed on analytical and judgmental capabilities, including three years
in a supervisory position. 



Addendum 1
The Financial Management Specialist oversees and performs the full range of financial planning and formulates
budgets for State and other serviced agencies/sections' multiple and complex funds using Mission Resource Request
(MRR) goals and objectives as a strategic framework.  He/she utilizes the following financial tools in the budget
formulation and planning process: ICASS Partial Year Invoice (PYI) module, ICASS staffing requirements, new
agency/new position start-up costs, agency cost distribution analysis, budget preparation instructions, MRR resource
tables, budget data calls, historical funding analysis, inflationary trends, currency exchange rates, contract pricing,
Local Compensation Plan (LCP), Federal salary and allowances, unfunded priorities, and new positions.  The position
analyzes proposed justifications for program increases or changes in the annual budget submissions and advises the
FMO on the adequacy of and justifications for budgetary request.  Works closely with the FMO to review and
consolidate the Mission's data call responses to the AF/EX/BFO's annual out-year budget needs.  Prepares and/or
oversees the preparation of budget background materials for the use of senior management, executive office, agency
heads, the ICASS Council members and the functional bureaus; including back-up data and justifications for all
budget estimates, submissions and related briefing materials.  

Defends budget submissions at the annual AF/EX budget workshops, develops explanation and clarification of budget
estimates as well as responses from all Bureaus.  The position oversees/provides financial implementation of
contracts for technical services to ensure that funds are properly utilized and analyze expenditure against contracts,
etc.  As the Mission's key expert on ICASS, the FS plans the work of others/serves as the team leader in reconciling
and resolving agencies' workload count discrepancies, coordinating the submission of quarterly ICASS workload
counts and annual time allocations for all ICASS employees.

Ensures that processes, procedures and interaction are based on a model that demonstrates efficiency and
effectiveness.  This includes recording all internal processes within the Financial Management Officer and other
business processes owned by the financial management operations, e.g. sub-cashiering, purchase card funding and
payments, premium payments and replenishments, etc. These process maps will form the basis for any change to
process or procedure.

Conducts budget reviews using COAST 60, 62, and 80 financial reports and generates financial plans to accomplish
the following: Compliance with MRR and budget submissions, analysis of unanticipated events, justification for
reprogramming financial resources, cost saving mechanisms, analysis of discretionary spending and unfunded
priorities, identification of excess funding to be returned to agency/section headquarters.  Analyzes and reviews
funding authorizations for respective agencies and sections to ensure that data are consistent with Appropriations Law
and agency/section's accounting structure and FAM/FAH/DSSR regulations and that amounts are legal obligations of
the agency/section.  Obligating documents include Blanket Purchase Agreements (BPA), Service Contracts,
Construction Contracts, Contract Amendments and Modifications, GSA requests, Grants, Interagency Transfer of
Funds, Lease Agreements, MOUs, Personnel Actions, Purchase Orders, Purchase Order Amendments, Travel
Authorizations, Travel Advances, and Vacancy Announcements.  Maintain funds control to ensure that obligating
documents do not exceed the amounts allotted.  Prepares monthly financial summaries/status of funds for all
agencies/sections for the FMO to review and subsequently submits to the agencies/sections heads.  Contribute to

 establishing strong internal controls over financial processes.

The incumbent will be responsible for negotiating and monitoring complex financial and banking agreements on a
periodic basis and coordinating U.S. Disbursing Officer (USDO) bank bids and the technical evaluation of tenders for
service provision to the USDO.  
 Keeps a clear understating of local and international economies and financial indicators as it relates to banking
contracts, practices and local laws. Monitors contractual stipulations and ensuring that the banks and/or its suppliers
are delivering services based on existing contracts for banking services to the USDO's account and local group
scheme banking for Mission employees.

 Ensures that the Mission-wide retirement fund operations comply with local laws and meet the requirements of the
Mission staff. This includes constant liaison and negotiations with senior management personnel in the banking,
retirement and local legislature sectors.
     
2.  Serves as an Alternate Certifying Officer - 25%
This position serves as an Alternate Certifying Officer (ACO).  The ACO's name appears on the Certifying Officers'
registry located on the Global Financial Services website. As ACO, the incumbent certifies vouchers for all payments
not exceeding $50,000 per find cite charged for payment of goods and services.  Certification is a highly demanding
and responsible function of this position, requiring a high level of integrity, competence, honesty and concentration.
The ACO is legally liable for negligence, failure to exercise due care, or malpractice arising from certifying vouchers
and, as a consequence may be prosecuted and his/her assets and property seized to offset USG losses.  Vouchers
certified includes: cashier types - accommodation exchange, collections and regular vouchers; vouchering and payroll
types - vendor payments, allowances, transportation, travel reimbursements, travel advances, petty cash, supplies,
journal vouchers, utilities, purchase orders, recurring expenses, ORE and representation vouchers.  As a Certifying
Officer, he/she is responsible for the accuracy and legality of the payments made from USG funds that are approved,
and must comply with the internal controls associated with the electronic certification system (ECS), COAST



Encryption, Direct Connect and any ECS smart card issued to him/her. Verifies and certifies the Cashier daily
                 accountability for the Post's Class B cashier who holds cash advance in USD and local currency totaling ($110,000).

Uses extreme care and diligence to ensure that all vouchers are authorized, legal and in accordance with
Appropriations law and latest available regulatory guidance, since incumbent is personally liable for any improper or

 illegal payments.  Ensures, among other things, that appropriate approving, ordering and receiving signatures are on
the vouchers; purchase order and billing invoice payee are the same; appropriate bids were obtained, when
necessary; arithmetic footing and extensions are correct, and payment strip codes conform to appropriate agencies'
account structure.

Returns improperly completed vouchers as appropriate to the FMC or to the GSO, Procurement or Receiving unit for
appropriate correction.  Rejects vouchers for goods or services that clearly contravene U.S. statue or State/Agency
regulations, and refers vouchers to the post Management for appropriate action.

3.  Supervision - 20%
The position supervises financial planning and analysis, vouchering/ accounting services for all agencies requesting
these services. He/she has direct line supervision for the Accounting Unit (3 Budgets Analysts), the Vouchering Unit (5
V/Es; 2 V/Es, 1 V/E/Alternate Cashier, 1V/E/Administrative Assistant/Payroll Liaison, 1V/E/Accounts Receivable), and
indirect supervisory responsibility for 1 Principal Cashier.  Supervisory responsibilities include: plans and assigns work
based on priorities (considering the difficulties and requirements of the assignment, and employees' capabilities). 

Evaluates subordinates' performance and provides advice and instruction to employees on work and administrative
matters of work-related project assignments.  Identifies training and developmental needs.  Hears and resolves
employee concerns and take required disciplinary actions.

Reviews and writes position descriptions, financial management vacancies, FMC staff EPRs, formulates work
development plans, monitors work performance, and provides leadership and guidance.  The position also assists the
FMO to set goals, objectives and the overall financial management policies, and actively participate in the process to
recruit and retain a cadre of professional and energetic financial service individuals at any of the FMC in Abidjan.
      
The position provides formalized training to ICASS Service Provider sections' point persons (32 standard ICASS cost
centers) on workload counts and time allocations; ICASS Council members, ICASS Budget Committee members,
agency heads and their representatives on the workings of ICASS Service Subscriptions, Partial Year Invoices, the
NSDD-38 process, ICASS as a financial planning and Budgeting tool, ICASS Cost Center, ICASS invoicing
mechanism, explanations on key ICASS reports, "What-If" scenarios, staffing year modules, cost implications of new
agencies to Post, implications for agencies subscribing to new services, etc. He/she develops detailed user friendly
training materials through independent research and communication with other posts and service centers.  He/she
also updates current training materials and SOPs to accommodate upgrades in the department's software and
processes. Provides training to Mission personnel in a formalized learning environment on extremely complex systems
and processes to include WebICASS, E2 Travel, COAST, MOMENTUM (RFMS), WEBPASS, ILMS and WebRABIT.
            
"Note: This position description in no way states or implies that these are the only duties to be performed by
incumbent.  Incumbent will be required to perform other duties as assigned by the Supervisor."


