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TERMS OF REFERENCE
SCANNING ECHO AND OTHER DOCUMENTS
Country:
South Sudan

Location: 
Juba

Duration:
2 months
___________________________________________________________________________
Description

GOAL South Sudan would like to hire people to support and scanning ECHO financial documents (for the years 2014, 2015 and 2016) and the documents for all donors in the year 2016. 
Objectives

It is now an ECHO audit requirement that all supporting transaction documentation are scanned and made accessible to HQ for future audits. More recently this has now become a requirement of other donor auditors.

GOAL South Sudan has not been able to comply with this important donor requirement, partly due to the staffing levels and the workload. There is as a need for an immediate response to scan all archived ECHO financial files from 2014 and the financial files for all donors in the year 2016. The assignment with be guided by the GOAL scanning requirements issued by GOAL HQ Donor Compliance. 
Duties and responsibilities

The specific duties and responsibilities are listed below;

· Obtain transaction listings for ECHO 2014 and ECHO 2015 and retrieve all PRF files and support documents, as per the transaction listing, from the GOAL archives store.

· Scan and save all PRFs and support documents for the year 2016 for all the donors, including documents from partners.

· Scan and save all the retrieved PRFs and support documents on the sage server following the guidelines obtained from GOAL HQ Donor Compliance.

· Obtain staff lists from HR for the years 2014, 2015 and 2016 and scan all staff contracts and timesheets as per staff lists.
· Obtain procurement support documents for ECHO 2014, ECHO 2015 and for all donors in 2016 that might be in the logistics department and not attached on the PRFs. Scan all the documents and save them on sage server.

· Obtain the distribution documents, including reconciliations, from programmes and scan all the documents. 

Expected outcome

At the end of the exercise, we expect to have scanned copies for all documents relating to ECHO 2014, ECHO 2015 and all documents for grants in the year 2016.
Required skills and competencies
1. The role requires a person with a certificate in computer skills and some training in accounting. 

2. Ability to use a scanner is a desirable skill for the role.

3. Prior experience in administrative work will be an added advantage. 

4. The ideal candidate should be a fast learner, self-motivated and able to accomplish tasks with minimum supervision. 

All interested candidates should submit their applications to GOAL South Sudan Juba office no later than 21st October, 2016.  Applications received after the deadline will not be considered.

Applications should be addressed to the Human Resource Department, Goal South Sudan office, Munuki, Juba or alternatively email your application to goaljobs@ss.goal.ie before the application deadline indicated above.  Please note that only shortlisted candidates will be contacted.  Do not submit original documents at this stage of recruitment.  This is a national position therefore ONLY South Sudanese are encouraged to apply.
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