	[bookmark: _GoBack]Accounting Assistant

		Location:
	District of Columbia

	Division:
	International Accounting

	Status:
	DC-Based Full Time

	Position Number:
	11:238

	 
	 




	Project Description:

	The Accounting Assistant will be responsible for supporting the Lead Subgrants Analyst in reviewing and processing project expense reports and accounts payable transactions. Position will work closely with Project Accounting team.


	Job Responsibilities:

	• Processing invoices on a timely basis, ensuring proper documentation, appropriate sign off and data entry.
• Processing travel expense reports and consultant timesheets, including a detailed review to ensure all receipts are accounted for, per diems are calculated correctly, and reimbursement complies with internal travel policies.
• Review and processing of other accounts payable transactions including travel advances and monthly field office advances.
• Works closely with grant/contract administration, program and field staff. 
• Responds to internal and external inquiries in a timely and professional manner.
• Assists with reconciling advance accounts and researching issues.
• Assists with special projects.


	Qualifications:

	• Bachelor’s degree in Accounting or Finance with 0-2 years of experience or progressive course work in Accounting or Finance with 2 plus years of demonstrated progressive work experience
• Government grants/contracts experience preferred (USAID, DFID, EU, CIDA, etc)
• Deltek Costpoint or GCS Premier experience preferred
• Excellent oral and written communication skills
• Proficient in Microsoft office
• Must be proficient in English. Proficiency in Arabic, French, Spanish highly desired


To Apply:
You must go to http://www.ifes.org/ to the Careers section and apply online.  Applications are only accepted in this way.  Make sure you upload all papers together (ie. cover letter and application, etc.). 

