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OPEN TO INTERNAL AND EXTERNAL CANDIDATES



TERMS OF REFERENCE I. POSITION INFORMATION Position title



Administration/ Finance Clerk



Position grade



GS



Duty station



Kampala



Seniority band:



4



Job family:



Finance



Organizational unit:



Migration Health



Position number Position rated ¨



No



Subject to rotation



No



Reporting directly to



MHD Administrator



Overall supervision by



Chief Medical Officer



Managerial responsibility



No



Directly reporting staff



II. ORGANIZATIONAL CONTEXT AND SCOPE Under the overall supervision of the Chief Medical Officer and the direct supervision of the Migration Health Administrator and guidance of the Senior Administration and Finance Assistant, , the incumbent will be responsible for the support of clinical assessment of the USA, Canada, Australia and UK visa applicants, which will be conducted in the framework of the receiving countries protocols. In particular she/he will:;



III. RESPONSIBILITIES AND ACCOUNTABILITIES



1. Assist in overall administrative and financial support of the Migration Health Assessment Centre. 2. Receive all payments from medical self payers and file daily returns to the Senior Admin./Finance Assistant for verifications and submission to main cashier at Admin./Finance department 3. Check and make photocopy of bank deposit slip (or other proof of payment). Regularly submit these photocopies to the administrative/finance officer. 4. Initiating payment requests for service providers and monitor payments for vendors. 5. Verify invoices and ascertain that the equipment, supplies or services they refer to were duly received or provided before proceeding with payment requests. 6. Ensure payment to suppliers and staff members are effected after obtaining appropriate approvals and ensure that vouchers have proper WBS 1



7. Any other duty within the incumbent’s capabilities as assigned by the Supervisors.



IV. COMPETENCIES The incumbent is expected to demonstrate the following technical and behavioural competencies Behavioural







Accountability







Accepts and gives constructive criticism







Follows all relevant procedures, processes, and policies







Meets deadline, cost, and quality requirements for outputs







Monitors own work to correct errors







Takes responsibility for meeting commitments and for any shortcomings







"Client Orientation"







Identifies the immediate and peripheral clients of own work







"Continuous Learning"







Contributes to colleagues' learning







Demonstrates interest in improving relevant skills







Communication







Actively shares relevant information







Writes clearly and effectively, adjusting wording to the intended audience







Listens effectively and communicates clearly, adapting delivery to the audience"







Performance Management 



Provides constructive feedback to colleagues







Professionalism







Masters subject matter related to responsibilities







Identifies issues, opportunities, and risks central to responsibilities







Incorporates gender-related needs, perspectives, and concerns, and promotes equal gender participation







Persistent, calm, and polite in the face of challenges and stress







Treats all colleagues with respect and dignity







Works effectively with people from different cultures by adapting to
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relevant cultural contexts 



Knowledgeable about and promotes IOM core mandate and migration solutions







Teamwork







Actively contributes to an effective, collegial, and agreeable team environment







Contributes to, and follows team objectives







Gives credit where credit is due







Seeks input and feedback from others







Actively supports and implements final group decisions







Effectively applies knowledge of relevant financial discipline







Develops / follows internal control procedures to prevent fraud and



Technical



mismanagement 



Ensures application of institutional financial policies and guidelines







V. EDUCATION AND EXPERIENCE



1. High school diploma or equivalent. 2. Minimum three years relevant working experience in International Organizations or NGOs. 3. Proficient in Microsoft Windows and Office.



VI. LANGUAGES Required



ENGLISH Interested candidates should send resumes, evidence of previous works and three references electronically to [email protected] by COB 02.07.2015. Please include the POSITION TITLE in the subject line of the email
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