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Statement of Work

Position: 		Principal Cashier
Supervisor:		Director of Management and Operations (DMO)
Supervises: 		N/A
Evaluated By: 		DMO	

BASIC FUNCTION OF POSITION
Under the supervision of the Director of Management and Operations (DMO), the Cashier manages the Peace Corps imprest fund. The Cashier is responsible for ensuring that all cash payments are correct, proper, and legal, and that all payments are made in a timely manner.  In addition to cash payments, the cashier will also prepare and make (when approved) mobile money payments,  and local checking account electronic funds transfer (EFTs). The Cashier monitors cash flow expenditures to maintain sufficient funds for Peace Corps operations. In coordination with the DMO, the cashier develops post-specific policies for cashiering. The cashier will also serve as the travel coordinator for all international travel for staff and Volunteers.

DUTIES AND RESPONSIBILITIES

Cashier functions
Principal Cashiering: 
· May be designated a principal or alternate cashier after consultation with OCFO/GAP, pending final approval by Comptroller and Global Financial Services (CGFS) Charleston or Bangkok. Responsibilities as a Cashier include performing limited cash disbursements as directed by the Director of Management and Operations, proper disbursing and collecting of funds, proper accounting for funds advanced, safeguarding funds advanced, and accepting personal responsibility and financial liability for funds after successful completion of the requisite training for performing cashier duties. (See MS 760 and OFMH 13)
· After receiving Cashier Designation, the Cashier is personally accountable for all funds in local currency and USD. In compliance with the U.S. Treasury and Peace Corps regulations, the Cashier ensures that the Imprest fund and other negotiable instruments are properly maintained and safeguarded.  
· Enters all cash transactions into ForPost on a real-time basis, according to the Fiscal Coding Handbook, Peace Corps Manual and/or the Overseas Financial Management Handbook.
· Ensures proper payments, advances, collections, replenishments, and reconciliation of fund amounts.
· Makes properly authorized cash payments to commercial vendors, contractors, staff, and Volunteers; verifies all vouchers for correct computations, and completeness prior to submission to DMO for approval of payment. Ensures that all payments are made from the Cashier's window.
· Provides interim advances for the purchases of supplies to Peace Corps staff when authorized by the DMO or Country Director (CD). Advances must be cleared within 3 business days. Reports to the DMO on the status of any outstanding advances.  
· Monitors and anticipates cash flow expenditures to maintain sufficient cash for Peace Corps operations while remaining below authorized accountability levels.  Prepares semi-annual reports for Peace Corps/ Washington.
· Prepares weekly replenishment requests (unless expecting collections that will raise Imprest balance over authorized accountability).
· Serves as the primary point of contact with local bank officials on matters pertaining to Peace Corps/Lesotho post banking operations.  Contacts the bank on a regular basis to inquire on replenishment checks (in particular, during PST).  Cashes checks (within two business days) and withdraws funds immediately upon being notified of replenishment to maintain enough cash to manage operations while minimizing the actual cash kept on hand.
· Ensures the pass-through accounts (LC and USD) has a zero balance and submits the monthly bank statement to FSC Charleston and Peace Corps/Washington. 
· Performs the analysis and submits requests for temporary increases to Imprest level during the PST and at other times if needed. 
· Prepares and maintains accountability for advances to the alternate cashier and/or sub cashiers when such advances are properly authorized by the CD and/or DMO.
· Collects funds due on bills of collection, travel advance reimbursements, and proceeds of sale.  Retains or deposits collected funds, as appropriate.  Prepares weekly replenishment requests and submits requests with supporting documentation to the OGAP (Peace Corps/Washington).
· Serves as the Collection Officer, and monitors the Outstanding Collections Report on a weekly basis.
· Balances Imprest fund on a daily basis, and reconciles Imprest fund with ACDC reports immediately upon arrival each Monday. 
· Maintains accurate and current files of sub-vouchers, cashier replenishment requests, reconciliation and verification documents, FSC Charleston reports, and all other relevant cashier documents. Prepares reports as required, meeting timelines as set down by DMO, IFO, FSC Charleston, Peace Corps/Lesotho post, and/or Peace Corps/Washington.
· Giving support to alternate and sub-cashiers

Administrative functions							
· Act as staff liaison with banks.

Travel Assistant functions
· Coordinate staff and volunteer international travel and hotel arrangements. 
· Monitors the Outstanding Travel Advances Report on a weekly basis.
· Monitors the outstanding Bills for collections Report on Weekly bases.
· Assists staff in preparing travel vouchers.

Back-up Medical Supply Inventory Control Clerk (MSICC)
· As backup MSICC, is responsible for maintaining the office’s official Inventory Workbook of the Medical Inventory System (in the absence of the primary MSICC).
· Works with all staff to ensure proper use of inventory forms and that specially designated items and controlled substances are properly documented as dispensed, received, disposed, and transferred in the office’s Inventory Workbook of the Medical Inventory System.
· Works with primary MSICC to ensure that this duty is performed at least once per quarter.

Purchase card holder
· May be an authorized holder of a purchase card after successful completion of the requisite purchase card training and receipt of a Delegation of Purchase Card Authority letter issued by the Senior Procurement Executive.  Must adhere to the limitations contained in the Delegation of Purchase Card Authority and follow all instructions provided by OCFO/Acquisition and Contract Management (OCFO/ACM), including policies and procedures contained in Manual Section 731 and the Overseas Financial Management Handbook (OFMH), in execution of purchase cardholder duties and responsibilities.  (See OFMH 67 and 68)

Travel Card holder
· May be an authorized holder of a travel card after successful completion of the requisite travel card training and receipt of a Travel Card Appointment issued by Agency Travel Card Program Coordinator.  Must adhere to the limitations contained in the Appointment document and follow all instructions provided by Management/Administrative Services/Transportation (M/AS/T), including policies and procedures contained in Manual Section 801, in execution of travel cardholder duties and responsibilities
Other Tasks
· Performs other duties as requested
· Given that as a result of the COVID-19 pandemic there will be a lengthy period where there are likely to be limited or no Peace Corps Trainees and/or Volunteers (jointly referred to as “Volunteers”) at Peace Corps/Lesotho, the PSC may be temporarily assigned during the COVID-19 pandemic, as determined by the Peace Corps Director, to carry out additional duties and responsibilities in furtherance of the goals of the Peace Corps in order to enhance the ability of Peace Corps Volunteers to perform functions under the Peace Corps Act, including facilitating a safe environment in order for the successful return of Volunteers.  

This temporary assignment may require the PSC to provide services and/or support beyond what is listed in their current Statement of Work (SOW).  The services and/or support may take many forms, examples of which may include but are not limited to, training, providing administrative, technical, medical, and/or operational assistance, building on host country programs, etc.  This temporary assignment also may require the PSC to provide these services and/or support to individuals/organizations other than those listed in their current SOW such as host country government, partner organization(s), community member(s), staff, and/or contractors

Safety & Security

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.

POSTION ELEMENTS

Roles and Responsibilities 

Supervision – The Cashier’s daily activities are coordinated and directed by the Financial Management Specialist. S/he is supervised by the Director of Management and Operations. The Cashier shall not supervise other staff. 

Nature, Level, and Purpose of Contacts:

· PC/W and the regional staff provide guidance and assistance to accomplish the objectives of this contract.  PC/W is also the source of a great deal of informational resources to support the activities of Peace corps volunteers.
· Country staff and The Cashier work collaboratively with all other Peace Corps/PC Lesotho post staff to design and support Peace Corps activities in PC Lesotho post.
· The Cashier will work collaboratively with the Deputy Director of Management and Operations, General Services Manager, training staff, sector Program Managers, Peace Corps Medical Contractors, the Safety and Security Manager and other Administrative staff on reimbursements requests by PCVs, staff and vendors.
· The Cashier will work collaboratively with local, regional and headquarters Peace Corps staff to effectively meet the Peace Corps’ world-wide strategic goals.

Logistics – Work will primarily be performed in an office setting at the Peace Corps office in PC Lesotho post. Site visits and travel outside of the office may be required. Logistical support is largely provided by the Administrative Section at post, other posts in the region and by PC/W.

Time Required to Perform Duties: The Cashier is contracted for a base year, with four (4) one (1) year option periods. The Cashier shall not work less than 40 hours per week in office/classroom and conference settings. The Cashier is paid per day on a bi-weekly basis. Work days may vary in length according to the needs of the program, and may include holiday, weekend and evening work

Exercise of Judgment:
The cashier exercises judgment to determine:
· when to process financial transactions, 
· whether documentation is correct, complete and sufficient to permit the completion of a financial transaction,
· when to follow up on delayed processing of vouchers,
· when to pursue aged collections, 
· when to seek emergency replenishments of cash and
· when to request temporary increases in accountability.

Nature, Level and Purpose of Contacts:
· The cashier is in contact with most Peace Corps staff, Volunteers and Trainees in order to carry out routine financial transactions.
· The cashier is in contact with banking officials at all levels in order to manage the international transfer of funds.
· The cashier is in contact with many vendors doing business with the Peace Corps in order to make payments, and collections as needed.
· The cashier is in contact with staff of the U.S. Disbursing Office in Paris and Peace Corps headquarters in Washington, D.C.

Authority to Make Commitments:
The cashier has no authority to make commitments of USG funds.

Time Required to Perform Full Range of Duties:  

The time required for a qualified individual without experience in Peace Corps to perform fully and adequately duties of this position is 1year.  The Cashier may receive a temporary designation as Principal Class B Cashier for a maximum of 180 days.

REQUIRED QUALIFICATIONS

Education:
· [bookmark: _Hlk118116740]Diploma in accounting, finance or related field is required.
·  University degree in accounting, finance, business administration or related field is preferred.

Language Requirement:
· Fluency (Level 4) in written and spoken English is required.

Work Experience:
· Three years performing progressively responsible work in technical/clerical accounting or bookkeeping is required.
· One year performing cashiering work at the next lower level in a U.S. agency, or the equivalent is preferred.
· Experience taking inventory is preferred.
· 

Professional/Technical Training:
· A sound working knowledge of the Foreign Affairs Manual particularly 4 FAM and applicable U.S. Treasury and U.S. Department of State regulations pertaining to processing of and accounting for cash is required.
· A good knowledge of Peace Corps requirements regarding cash handling is required.
· A good working knowledge of local banking practices and procedures is required.
· Knowledge of USG financial and procurement procedures
· 

Knowledge, Skills, and Abilities:
· Skill in working in the Microsoft Office Suite is required.
· Skill in operating a calculator is required.
· The ability to perform multiple functions concurrently, e.g., collections, payments, accounts receivable, etc. is required.
· The ability to reconcile accounts, with the U.S. Disbursing Office to maintain USDO daily accountability in order to provide uninterrupted cashiering service is required.
· The ability to obtain a security clearance and a medical clearance is required.
· The ability to work as part of a team is required.
· The ability to work successfully in cross-cultural situations with Americans is required.
· The ability to write effectively and concisely in English is required.
· The ability to effectively organize time and activities to meet reporting deadlines is required.
· The ability to multitask is required.
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