
 

 

 
 
 

 
CIRCULAR No. 446                                                              25th October, 2023 
OSC Ref. C. 485845   
   
Permanent Secretaries, Heads of Department and Chief Executive Officers are asked to invite 
applications from suitably qualified officers in their Ministries/Departments/Agencies to fill the 
vacant post of Manager, Deposits & Investments (FMG/PA 2) in the Finance and Accounts 
Division, Ministry of Agriculture, Fisheries and Mining, salary range $3,770,761 - $5,071,254 
per annum.  
 

Job Purpose 
 
Under the direct supervision of the Director, Management Accounts (FMG/PA 4), the Manager, 
Deposits & Investments (FMG/PA 2) is responsible for ensuring that the overall management of 
the Ministry’s portfolio deposits is duly executed in accordance with the agreed guidelines and to 
the benefit of all stakeholders.  The incumbent is also required to review the Ministry’s investments 
and/or make recommendations for the investment of excess cash based on market research. 
 

Key Responsibilities  
 
Management/Administration  

• Participates in the preparation and implementation of the Ministry’s Corporate and 
Operational Plans;  

• Certifies commitment vouchers; 

• Participates in the preparation of/and maintenance of the Operational and Procedural 
Manual that guide the activities of staff; 

• Provides guidance to staff; 

• Assists in drafting response to audit queries; 

• Ensures that the relevant accounting and financial records of the Ministry are      
maintained; 

• Prepares draft Budgets for miscellaneous revenue based on a realistic projection and 
within the stipulated deadline; 

• Monitors actual revenue collections against targets, instituting whatever measures 
possible to ensure that targets are achieved, through a process of sensitizing Programme 
Managers; 

• Ensures that clients are promptly billed and invoices for goods and services received by 
reviewing miscellaneous revenue records where appropriate; 

• Participates in the development of a Procedural Manual for the Division. 
 
Technical/Professional: 

• Ensures that realistic projections for revenue collections e.g., miscellaneous and (AIA) are 
developed; 

• Monitors actual revenue collections and prepares variance report; 

• Analyses revenue receipts against target and or institute whatever measure is possible to 
ensure that targets are achieved by sensitizing Programme Managers; 

• Develops a reporting format congruent with the needs of stakeholders; 

• Develops and advises on strategies to increase the proceeds from all income generating 
activities and implements mechanisms to improve the Ministry’s revenue earning capacity; 

• Ensures that clients are promptly billed and invoiced for goods and services received by 
reviewing records for miscellaneous revenue collections where appropriate; 

• Identifies measures and determines impact of prospective endeavours and recommends 
the best options(s); 

• Manages the subsidiary accounts to ensure that receipts and withdrawals are in keeping 
with the terms agreed upon; 

• Authorizes all withdrawals from the deposit accounts to ensure authenticity; 

• Ensures the assignment and maintenance of the approved categorization and accounting 
codes are in collaboration with the Ministry of Finance and the Public Service; 

• Reviews funds lodged to the various deposit accounts to ensure accuracy; 

• Investigates dormant funds and liaises with relevant authority to determine outcome; 

• Manages the remittance of approved dormant funds to the relevant authority; 
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• Manages the deposit portfolio or any other special funding arrangement entered into by 
the Ministry; 

• Monitors all deposit accounts to ensure that they are being utilized for the purposes for 
which they were received; 

• Submits where necessary, to depositor’s monthly statements showing the activity of their 
account during the month and the remaining balance; 

• Ensures that deposit accounts with balances that are dormant for six (6) or more years 
are paid over to the Accountant General for Miscellaneous Revenue; 

• Conducts detailed analyses of sums held on deposits regarding:  
➢ The projected date when the funds will be required for use and an appropriate secure 

investment for such funds, which will mature before the projected date when the funds 
will be required 

➢ The projected interest and/capital gains expected on the investment 
➢ Ensures that all sums held on deposit under the category “Revenue Deposits” are paid 

over to revenue in the shortest time possible; 

• Where feasible to further analyse funds held on deposits to determine availability for long 
term investment purposes; 

• Prepares taxation statements and monitors submission to relevant institutions to ensure 
tax recovery. 

 
Required Knowledge, Skills and Competencies 
 
Core: 

• Excellent oral and written communication skills 

• Excellent planning and organizing skills 

• Excellent interpersonal skills 

• Ability to work in teams 

• Excellent customer relations and quality focus skills 

• Excellent time management skills 
 
Technical: 

• Excellent knowledge of public finance, Government accounting, policies and procedures 

• Good knowledge of the stipulations of the FAA Act. 

• Good knowledge of the Ministry’s Policies, Practices and Procedures. 

• Proficiency in the use of spreadsheets and other computerized systems 

• Sound knowledge of the banking and financial sectors 

• Sound problem-solving and analytical skills 
 

 Minimum Required Qualification and Experience 
 

• Bachelor’s Degree in Accounting/Management Studies with Accounting or BBA Degree 
from an accredited University with three (3) years related experience; or,  

• ACCA Level 2 with three (3) years related experience; or,  

• NVQJ Level 5 Accounting with five (5) year’s related experience; or, 

• ASc. Degree in Accounting, MIND along with the diploma in Government Accounting, 
MIND with five (5) years related experience 

 
Special Conditions Associated with The Job 
 

• Travelling to various locations 
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Applications accompanied by résumés should be submitted no later than                                       

Tuesday, 7th  November, 2023 to: 

 
Senior Director 
Human Resource Management and Development Division 
Ministry of Agriculture, Fisheries and Mining 
Hope Gardens 
Kingston 6 
 

           E-mail:  jobopportunities@moa.gov.jm 
 

Please note that only shortlisted applicants will be contacted. 
 
Please ensure that a copy of this circular is placed at a strategic position on the Notice 
Board of the Ministry/Department/Agency and brought to the attention of all eligible 
officers. 
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