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CIRCULAR No. 198 4" May, 2023
OSC Ref. C. 5851%

Permanent Secretaries, Heads of Department and Chief Executive Officers are asked to invite
applications from suitably qualified officers in their Ministries/Departments/Agencies to be
assigned to the post of Principal Finance Officer (FMG/PA 5) - (Not Vacant) in the Financial
Management Services Division, Ministry of Education, Youth and Information, salary range
$8,309,840 - $11,175,811 per annum.

Job Purpose

Under the direction of the Permanent Secretary the position is responsible for: providing shrewd
financial management advice to the Ministry and its portfolio entities; ensuring utilisation of
Government of Jamaica (GoJ) funds; providing financial analysis and relevant reporting;
implementing and administering efficient financial systems; managing the financial procedures;
implementing sound financial policies in keeping with GoJ guidelines; ensuring good risk and
budget management; ensuring an efficient system is established for the maintenance of the
financial and accounting records; enforcing the provisions of the FAA Act and ensuring proper
project accounting.

Key Responsibilities

Technical Professional:
Planning:
e Provides Financial Management information on a timely basis through in-depth planning
and forecasting strategies;
o Develops the Division’s Corporate Plan and determines the financial requirements to
support the Division’s and the Ministry’s Corporate Plan;
e Leads in the development of the Annual Budgets for the Ministry of Education and Youth.

Budgeting:
e Manages the Budget for the Ministry and its Portfolio;
e Ensures that proper Budgeting Systems are established and implemented in accordance
with the Ministry of Finance and the Public Service directives by:
v' Reviewing budgetary requests to ascertain that they are in tandem with the
approved programmes
v" Guiding Senior Managers in the preparation of their Budgets to ensure that they
are in keeping with the Corporate Plan
v' Preparing annual estimates of expenditure and specifying monthly Cash Flow
targets
v Co-ordinating and overseeing the compilation of the Ministry’s Budget on a timely
basis, as well as developing justification for the Budget proposals
v" Implementing an effective mechanism for managing expenditure within the warrant
limits through planning, commitment and control processes
v"Allocating the monthly and quarterly warrants in accordance with agreed priorities
of the Divisions and Agencies to ensure adequate provision for inescapable
expenditure
v Reviewing all bank accounts regularly to ensure that there are no large idle cash
balances for the Ministry.

Project Accounting:

e Assists with the evaluation of locally and internationally funded projects;

o Ensures that funding received from international organizations are consistent with the
Joint Accounting and Reporting requirements of the government and the Lending Agency;

e Monitors externally funded projects on a monthly basis, to ensure proper accounting of
expenditure to facilitate prompt ‘draw downs’;

e Monitors closely inflows of internal receipts against budgetary targets.

Cash Management:
e Authorizes payments and signs cheques;
o Determines the cash requirements of the Ministry on a continuous basis, as well as
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reviewing the cash requirements for the Regional Office, Agencies and Educational
Institutions;

Receives, maintains in safe custody and disburses all cash on the behalf of the Ministry;
Liaises with the Ministry of Finance and the Public Service in regard to cash management
issues;

Manages the monitoring of the disbursement of cash from the Accountant General
Department.

Assets Management:

Monitors the system in place for adequate protection and efficient utilization of all assets
on a quarterly basis.

Expenditure Control:

Directs and controls expenditure by reviewing financial statements/reports and apprising
the Permanent Secretary continuously of the financial health of the Ministry;

Ensures that goods and services are procured in accordance with the strict provisions of
the Government's Contracts Manual and that Contractual Agreements are properly
executed;

Ensures that Monthly Expenditure Statements are prepared within ten (10) working days;
Ensures that the salary and deposit accounts are reconciled monthly.

Financial Accounting and Reporting:

Interprets government financial policies, analyzing them and advising top management on
their implications for the Ministry’s operations;
Prepares responses to audit queries from the Auditor General’s Department by;
v' Requesting reports on queries from the respective managers within the Ministry
and its Regional Offices/Agencies and Educational Institutions
v Preparing draft responses and submitting them to the Permanent Secretary for
review
v' Preparing responses to the Annual Auditor Generals’ Report after consulting with
the relevant officers
v Ensures that the Annual Appropriation Accounts for recurrent, Capital A and B are
prepared and submitted to the Ministry of Finance and the Public Service and the
Auditor General, along with explanation of causes of variation between approved
estimates and expenditure
v' Ensures that a Financial Management Information System is being maintained.

Salary Administration:

Has responsible for ensuring the payment of salaries to the following categories of
workers:

- The Central Ministry’s staff ;

- Division of Schools’ Services staff

- Projects staff

- Educational Institutions

- Responsible for ensuring that statutory and personal deductions are forwarded to

institutions

Management/Administrative:

Manages the work and staff of the Financial Management Division to enable it to function
in an effective and efficient manner by:
v Developing objectives, policies and work programmes and promoting a high level
of management practices in the Division and the Ministry on a whole
v' Ensuring that the accounting staff is effectively deployed within the Division and
the regional offices
v identifying training and developmental needs for staff and collaborating with the
HRM & A Division to ensure the necessary training
v Evaluating the performance of senior staff on an ongoing basis, and undertaking
the Annual Performance Appraisal
v' Ensuring that the Division is adequately staffed with trained professionals and
affording staff the necessary leave of absence for upgrading their skills
v' Making representation to ensure that staff is provided with the necessary tools,
equipment, furniture and environment for productive work
Motivating staff and promoting a high level of morale and team spirit
Assisting in recruiting staff and making recommendations for appointment,
promotion and disciplinary action
Conducting Quarterly Divisional Staff Meetings
Representing the Ministry at national and international fora as directed by the
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Permanent Secretary

v' Conducting training courses/seminars/workshops for the Ministry and Educational
Institutions /Agencies re the Public Sector Financial Management System

v Supporting the Permanent Secretary at the Public Accounts and Standing Finance
Committees of Parliament

v" Reviewing Statistical and Comparative Analysis Reports prepared by the staff for
submission to the Permanent Secretary

v" Reporting all cases of loss or suspected irregularities to the Permanent Secretary,
Ministry of Finance and the Public Service or the Auditor General and recommends
appropriate action

v Participating in the Senior Executive Management Committee Meetings to
provide advice to the Permanent Secretary and the Committee in the formulation
of policy decisions, addressing staff matters relating to the delegation of functions
table monthly reports on accounting and financial matters and to assist in the
development of the Ministry’s Corporate Plan.

Human Resource:

Develops and manages the performance of the Division/Section/Unit and its staff,
including transferring skills, motivating staff through coaching and mentoring, arranging
for training, setting performance targets, monitoring performance, providing feedback to
staff, and initiating corrective action where necessary to improve performance;

Promotes the building of institutional knowledge for the Division/ Section//Unit by ensuring
that established systems and procedures are documented and disseminated;
Participates in the recruitment and selection of staff, and recommends movement when
appropriate;

Recommends Vacation Leave and approves Sick and Departmental Leave for staff in the
Division/Section/Unit, and participates in the administration of staff benefits in keeping with
established Human Resource policies;

Recommends/administers disciplinary action in keeping with established Human
Resource policies;

Conducts monthly and other ad hoc staff meetings as required;

Ensures staff adheres to the policies and procedures of the Ministry and the Division;
Ensures that staff is provided with adequate and appropriate physical resources to enable
them to undertake their duties effectively and efficiently;

Collaborates with the Human Resource Management Branch in developing and
implementing a Succession Planning Programme to ensure continuity of skills and
competencies in the Division/Section/Unit and personal development and career
advancement of employees;

Fosters teamwork, a harmonious working environment and promotes collaborative
working relations

Conducts Performance Appraisals of staff supervised for required purpose and at required
intervals.

Required Knowledge, Skills and Competencies

Core:
e Ability to plan, organize, strategize and forecast
o Ability to provide sound advice to all relevant personnel
o Ability to accurately apply the provisions of the relevant acts, rules and regulations
e Ability to interpret and analyse the policies and regulations governing the financial
operations of the Ministry
o Ability to prepare, interpret and analyse financial statements/reports
o Ability to motivate and lead staff supervised
¢ Ability to demonstrate excellent inter-personal and human relations skills
e Ability to work under pressure and meet strict deadlines
e Ability to lead and work in team
Technical:
o Good knowledge of government financial and accounting systems
e Good knowledge of the FAA Act and related regulations
¢ Good knowledge of staff orders and relevant financial circulars
¢ Good knowledge of management accounting systems, policies and procedures
¢ Good knowledge of the Education Act
e Good knowledge of principles and practices of management, as well as supervisory

management
Good knowledge of contract and procurement administration



e Good knowledge of working knowledge of relevant computer applications

Minimum Required Qualification and Experience

e Bachelor's Degree in Accounting/Management Studies with Accounting or BBA Degree
from an accredited University; or

o Post-Graduate Degree in Accounting/Financial Accounting; or
Practising Chartered Accountant and a Member of a designated professional accounting
body; or

o ACCA Level 2 or 3.

Special Condition Associated with the Job

Extended working hours

Travelling locally and internationally

Responding to various financial management queries
Security risk high

High level of stress

Applications accompanied by résumés should be submitted no later than Wednesday,
17" May, 2023 to:

Director

Human Resource Management

Ministry of Education, Youth and Information
2- 4 National Heroes Circle

Kingston 4

Email: jobapplications@moey.gov.im

Please note that only shortlisted applicants will be contacted.

Please ensure that a copy of this circular is placed at a strateqgic position on the Notice
Board of the Ministry/Department/Agency and brought to the attention of all eligible
officers.

Merle I. Tam (Mrs.)
for Chief Personnel Officer
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