	JOB DESCRIPTION - Payment Authorization Officer

	1. Name of the Institution:

	Ministry of Agriculture, Forestry

and Rural Development - ADA

	2. Position:
	Payment Authorization Officer

	3. Functional Category:
	Professional level

	4. Grade: 
	7

	5.  Department - Directorate:
	Payment Authorization Directory - ADA

	6. Division / Unit:
	National project authorization sector

	7. Reports to:
(title and rank of direct supervisor)
	Head of national project authorization sector

	8. Location:
(the place where the tasks are performed)
	HQ - Prishtina main office

	9. Scope of work: (brief description of the purpose of the position and what this position should achieve) 

Responsible for accepting, registering, and processing of payment requests, administrative controls of payment requests, preparing of request for on-site controls, analysis of on-site control reports, calculating expenses, preparing necessary documents for payment authorization, and calculating total payment amount.  

	10. Main tasks: (short description of the main tasks listed by importance)
1. Analyzes field control reports, bank transfers and evaluates invoices.

20%

2. Performs administrative control if payments are complete and accepts the registrations of the payments requests.

15%

3. Checks the eligibility criteria for the payment request if they are in accordance with the manual and the checklist.
15%

4. Implements the accreditation package.
15%

5. Maintains data for managing payments.

15%

6. Prepares information papers and decisions for beneficiaries according to the national program criteria.

10%

7. Participates in the preparation of manuals, instructions letters of controls and checklists.

5%

8. Performs other tasks and duties as requested by their supervisor.
5%



	 11.  Requirements (qualifications, experiences and other skills and abilities required for this job)
Mandatory requirements

· University Degree: Economics, Agriculture, agricultural economy or any other field related to the assignment;
· Work experience: minimum 2 years of relevant professional experience;
General requirements 

· Good knowledge of relevant legislation, concepts, principles and work standards of public administration;
· Good knowledge of spoken and written English;
· Computer literate and the ability to effectively use Windows Operating System and the Microsoft Office Suite: Word, Excel, Access, and PowerPoint, and other specific on-job software;

· Very good communication and teamwork skills;
· Flexible and able to handle new situations.


