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__________________________________________________________________________________________ 

Position Title: CFW Paymaster 

Duty Station:  Monrovia  

Position Category:  Full-time     Part-time     AND     Regular     Temporary  

Salary Level:  Level 2,Grade 9 

Current Employee: NONE   

__________________________________________________________________________________________ 

PROGRAM/DEPARTMENT SUMMARY: 
The Mercy Corps Finance Department is responsible for all financial functions in Monrovia, including accounting, payments and 

banking, payroll, budgeting, financial reporting, and grant financial management and compliance.  The Mercy Corps Finance 

Department ensures compliance with donor regulations as well as Mercy Corps’ internal policies and procedures.  In its role as a 

support to the Program Department, the Finance Department provides timely reports and assistance to the Country Director and the 

Program team to ensure that financial resources are used efficiently and effectively. 

  

GENERAL POSITION SUMMARY: 
Working in the Finance Department under the direction of the Senior Finance Officer, the Paymaster will transport, disburse and assist 

in the preparation of cash payments to Cash-for-Work labor teams at the Mercy Corps office and in field locations.  The Paymaster 

will be responsible for ensuring that the Cash-for-Work financial records are complete and properly signed by cash recipients. 

  

ESSENTIAL JOB FUNCTIONS:  
1. Review Cash-for-Work (CFW) time logs for accuracy and completeness and verify amounts to be paid. 

2. Assist in the preparation of CFW pay envelopes and prepare area payment summaries. 

3. Transport and disburse CFW pay envelopes at project sites or assist with payments in the Mercy Corps office, in accordance 

with Mercy Corps procedures. 

4. Keep track of any discrepancies when making field disbursements and resolve discrepancies with the Finance Manager. 

5. Ensure that each CFW payment is properly signed for and that the original CFW documentation is accurately completed and 

returned to the Finance Department. 

6. Coordinate closely with the Program Manager to ensure accurate CFW time logs and identification of laborers.  

7. Keep management staff updated on the security situation in the project areas visited, and provide recommendations on how to 

most securely transport cash and make payments in the field. 

8. Provide back-up support to the Assistant Finance Officer in cashiering and vouchering when necessary. 

9. Conduct himself/herself both professionally and personally in such a manner as to bring credit to Mercy Corps and to not 

jeopardize its humanitarian mission. 

10. Other duties as assigned. 

 

 
KNOWLEDGE AND EXPERIENCE:  

 Two or more years of bookkeeping, banking or cashiering experience    

 A degree in accounting or a relevant business field is desirable.   

 Good computer skills in MS Office programs, particularly Excel   

 Accuracy in the processing of cash transactions, mathematical aptitude and attention to detail 

 Good oral and written English skills 
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SUCCESS FACTORS: 
A clear understanding of finance and procurement ethics as well as the willingness and ability to enforce compliance with Mercy 

Corps and donor policies and procedures is essential.  A high level of personal integrity, honesty and transparency in all cash handling 

is absolutely essential.  The ability to interact effectively with international and national staff members is required.  A demonstrated 

ability to work quickly and accurately, meet deadlines and process information in support of changing program activities is necessary.  

The Paymaster must be willing to travel to remote and/or difficult locations.  

 
 
 

How To Apply 
An interested applicant is to submit a one page letter with three (3) references, one of whom should come from 

your last employer and with attached curriculum vitae addressed to: 

 

Human resource Officer 

Mercy Corps Liberia 

Opp. YWCA, Tubman Boulevard Oldest Congo Town 

Monrovia Liberia; 

 

Or electronically, send your application to:  vacancy@lr.mercycorps.org 

Please note that this job vacancy is for Liberian Nationals and only shortlisted candidates will be contacted for 

interview. A reference or background check will be conducted for successful candidates. Mercy Corps is an 

equal opportunity employer and actively encourages diversity; female candidates are encouraged to apply.  

 

 

All applications will include CV, references, and all relevant official documents. 

 

DEADLINE for ALL APPLICATIONS:  MAY 29,2015 
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just met her and asked her just 
one technical question that she 
struggled answering 
[3:34:21 PM] James Y. Sumo: but 
finally said HR and Martin could 
have forseen that contractors 
don't take advances before 
issuing contracts 
[3:34:54 PM] James Y. Sumo: 
anyway, i will do the TA for one of 
our staff to travel with them 
[3:35:06 PM] James Y. Sumo: 
tomorrow 

 


