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MINISTRY OF LABOUR AND SOCIAL SECURITY
CAREER OPPORTUNITY
The Ministry of Labour and Social Security invites applications from suitably qualified professionals to fill the following position:-
ACCOUNTING TECHNICIAN 1 (FMG/AT 1) (VACANT)
Applications are invited from suitably qualified officers to fill the position of Accounting Technician 1 (FMG/AT 1) (Vacant) within the National Council for Senior Citizens.

Job Purpose

Undertake practical accounting tasks in accordance with the Ministry's standard accounting practices and the FAA Act to support the efficient operation of the department.

Key Outputs

· Invoices from creditors processed and submitted for payment

· Annual budget for the department prepared and submitted

· Travelling and subsistence claims checked and submitted for payment 

· Overtime claims prepared and submitted for payment

· Returns from Advance payments submitted for processing

· Effectively maintain important accounting files within the unit

Key Responsibilities

· Maintains accurate accounting files and records

· Maintains strict control over access by persons to the Unit
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Process and submit invoices from creditors for payment

· Participate actively in the preparation and submission of the department's annual budget and procurement plan[image: image3.jpg]



· Contribute to the preparation of the department's operational plan

· Check and submit claims for allowances for members of staff and members of the Board including travelling, subsistence, board fees, and overtime.

· Check and submit returns from funds advanced to parish and programme officers

· Communicate with suppliers to obtain quotations and provide feedback on payments/queries  Liaise with Procurement, Accounts and Administration to ensure timely processing of payments

· Assist with departmental audit of the Meals on Wheels Feeding Programme

· Provide support to the Head of Department by way of timely financial information including quarterly statements of expenditure etc.

· Deliver presentations to Parish/Programme Officers and the Board as required 

· Supervises the duties of the Accounting Clerk 

· Any other duties assigned from time to time.

Performance Standards

	Outputs
	Performance Standards

	• Keep accurate financial records for the Unit
	• Accounting records are effectively maintained

	• Submit claims for staff allowances
	• Accurate claims are submitted in a timely manner

	• Process and submit invoices from creditors for payment
	• Invoices submitted within three (3) days for payment

	• Provide financial information to Director 
	• Accurate financial information provided quarterly and as requested


Required Competencies

· Excellent knowledge of Government and general accounting standards and procedures.

· Good knowledge of the Ministry's policies and procedures

· Good customer relation and interpersonal skills

· Good oral and written communication

· Good supervisory skills with an eye for detail

· Excellent planning and organizing skills

· Ability to use Microsoft Office applications

· Ability to work on own initiative

Minimum Education and Experience Required

· AAT Level 2 or;

· ACCA-CAT Level B or;

· Certificate in Accounting from a recognized University or;

· Completion of year 2 in BSc, Accounting/Management Studies or BBA at a recognized university or;

· ASc. In Accounting, MIND or;

· Government Accounting Level 2 — Modules 1-5

Special Conditions Associated with Job

· Travelling between the secretariat and head offices

Please visit https://www.lmis.gov.jm/ and submit applications accompanied by resumes no later than Friday, October 31, 2025 addressed to

Senior Director, Human Resource Management and Development 

Ministry of Labour and Social Security, 

14 National Heroes Circle, Kingston 4 

Applications and resumes may also be sent to: resume@mlss.gov.jm 

The complete job descriptions may be viewed on our website at:- www.mlss.gov.jm
Please note that only shortlisted persons will be contacted.
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