
 

 

POSITION: Financial Assistant (Personal Services Contractor) 
WORK HOURS: 44 hours/week 
 
CLOSING DATE: April 2, 2018 
 
MAJOR DUTIES AND RESPONSIBILITIES 
 
Administrative and Financial Support 50%  

1. Ensure post is in compliance with AMCS (Administrative Management Control Survey) for all areas 
pertaining to this position.  

2. Receives incoming invoices and validates necessary procurement policies are followed.  
3. Monitor invoices for accuracy 
4. Process work orders/create obligations in system 
5. Processes disbursements and clears advances through FORPost. (Post’s accounting system) 
6. Files all voucher and maintains vendor files.  
7. Plays a key role in financial budgeting, plan performance and analysis.  
8. Provides back-up functions for the Volunteer Assistant and Cashier.  
9. Communicates daily on workflow status.  
10. Maintains post’s centrally billed credit card. 

 
Grants Management 10% 

1. Assigned as Grants Financial Coordinator reviewing the financial aspect of all small 
grants/projects submitted.  

2. Responsible for compiling all projects in a chronological order to ensure better accountability. 
Updates post’s grant process matrix as needed.  

3. Develop an efficient tracking mechanism for grants including but not limited to spread sheets 
and procedural check list 

4. Ensure funds are available for approved grants and provide feedback to programming team on 
funding levels 

 
International Travel 15% 

1. Plan, build and procure travel itineraries that meet US Government guidelines.  
2. Build relationships and add new vendors in the travel industry to simplify process and manage cost. 
3. Complete Travel Authorizations, with a high degree of accuracy, to ensure all aspects of each are 

complete with travel, per diem, accommodation and any other miscellaneous costs.  
4. Completes electronic country clearance cables for international travel for staff.   

 
Records Manager 10% 

1. Ensure that Peace Corps Liberia documents and records are safely stored and can be retrieved easily 
when needed by establishing and maintaining an efficient and up-to-date central filing system 
including a listing of the location of file, providing copies of the listing to unit supervisors and others 
as needed; being familiar with file retention requirements and disposing of files that are no longer 
required; and advising other department as needed in setting up their filing systems.  

2. Be the subject matter expert for MS 892 Records Management in the Peace Corps Manual.  
 
Other Duties 10%  

1. Review opportunities in the office to streamline processes and assist post to be more effective with 
resources.  

2. May Participates in training sessions during PST and other orientations; 
3. Act as an occasional money handler 
4. Act as contact person with the US Embassy on financial matters including but not limited to fuel 

bills and credit union deposits 



 

 

5. Is designated as a collection officer, preparing and distributing bills for collection 
6. Miscellaneous duties as assigned by the Director of Management & Operations. 

 
Safety & Security 5%     

Safety and Security of our volunteers is Peace Corps’ number one priority.  All staff, including this 
position, has a role in the Volunteer and Trainee (V/T) safety support system.  The contractor shall 
become familiar with Peace Corps Manual Section 270 (Volunteer/ Trainee Safety and Security) and the 
Emergency Action Plan at Peace Corps Liberia, including the role of this position in an emergency 
situation.  Contractor shall become familiar with protocols for reporting and responding to safety and 
security incidents and report all safety and security concerns expressed by V/Ts to the Safety and Security 
Manager, and CD as soon as possible.  When appropriate, the contractor shall support Safety and 
Security for V/Ts by assisting them to adopt culturally appropriate lifestyles and exercise judgment that 
promotes safety and reduces risk in their home, at work, and while traveling in Liberia. Contractor 
immediately communicates Volunteer safety and security concerns and issues to the Safety and Security 
Manager (SSM) and CD. Knowledgeable and supportive of Peace Corps safety and security policies and 
procedures, including the timely reporting of suspicious incidents, persons or articles.  

 
Availability 
The Contractor is subject to worldwide availability and may be requested by the Peace Corps to be reassigned 
or transferred permanently to another Peace Corps Post/Headquarters or perform temporary duties (TDY) 
as required and to travel to other assignments within Peace Corps’ as assigned. Any such reassignment or 
transfer shall be subject to agreement of the Contractor. The Statement of Work as defined will remain the 
same; however the duties may be subject to change as determined by the Contracting Officer. 
 
Experience. Knowledge, Skills & Abilities 
 
Education: Bachelor’s degree or greater in Finance, Accounting or Business helpful.  
 
Prior work Experience:  

1. Three or more years of administrative and financial experience.  
2. Background in Travel planning and procurements.  

 
Skills:  

1. Exceptional and proven written, verbal and interpersonal communication skills.  
2. Demonstrate keen sense of cultural awareness for both Liberian and American cultures.  
3. Excellent customer service skills.  
4. Demonstrate high proficiency in Microsoft products with experience in Excel, Work, PowerPoint, 

and Outlook.  
5. Must be very organized, accurate, efficient and have the ability to prioritize many projects at one 

time. 
6. Must be solution oriented and resourceful in problem solving.  
7. Excellent organizational skills with experience in cataloging and archiving records.  
3. Adaptability to do web based programs and experience with technology is a plus.   

 
Abilities: 

1. Ability to work effectively with a team.  
2. Ability to work independently as needed to support the group effort. 
3. Ability to obtain a background security clearance from the US Embassy  

 

To apply:  



 

 

Submit a Cover Letter addressing all the requirements stated in this advertisement, a resume or 
curriculum vitae, and the names and contact information for 3 references via email to: 
pcjobs@lr.peacecorps.gov with subject line:  “Financial Assistant”. 


