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CAREER OPPORTUNITY
The Ministry of Industry, Investment & Commerce is inviting suitably qualified persons to fill the following position in the Office of the Government Trustee.

Collections and Disbursement Officer (Not Vacant)
(FMG/AT 1)/Pay Band 4

Salary: $1,711,060 per annum

JOB PURPOSE
Responsible for the collection and lodgment of all monies relating to bankrupt estates; the preparation and disbursement of cheques as well as the maintenance of estates and miscellaneous revenue cash books, petty cash imprest and the filing of payment vouchers. 

KEY OUTPUTS
1. Estates funds collected, receipts issued and funds lodged. 
1. Petty Cash Book and disbursement register maintained.
1. Estates cash book maintained
1. Miscellaneous revenue cash book maintained
1. Cheques dispatched to payees.
1. Petty cash payments made.
1. Payment vouchers filed 
1. Bank reconciliation statements prepared

KEY RESPONSIBILITY AREAS
Technical/Professional Responsibilities
1. Collect funds, issue receipts and make lodgements in respect of the Estate accounts and Miscellaneous Revenue accounts

2. Write cheque numbers on payment vouchers and prepares and dispatches cheques on behalf of bankrupts
3. Prepares and balances cash books for the Estate accounts and Miscellaneous Revenue accounts
4. Maintain system to calculate telephone calls made by staff on behalf of bankrupts and making arrangements to collect the amounts due from the relevant accounts 
5. Prepare monthly bank reconciliation statements for the Estate accounts
6. Maintain Petty Cash Imprest, making authorised petty cash payments and obtain petty cash reimbursements when necessary
7. Maintain disbursement register by ensuring the following:
· Cheque numbers are recorded
· The names of payees are stated
· The payment voucher number is recorded for easy reference 
· All cheques are signed for by persons collecting them
· Identification numbers of persons collecting cheques are recorded
· Cheque date and issue date are recorded
8. Stamp payment vouchers and supporting documents ‘paid’ to prevent overpayment
9. File payment vouchers
10. Ensure that payees are advised promptly whenever cheques are ready in order to eliminate the possibility of holding stale dated cheques
11.  Prepare reports as required by Director of Accounts, Management Accountant or other unit heads

OTHER RESPONSIBILITIES
Performs other related functions assigned from time to time by the HoD 

PERFROMANCE STANDARDS
1. Key deliverables are produced within agreed timeframe to required standards.
2. Adequate controls and tracking systems maintained
3. Petty Cash book is accurate 
4. Receipts and lodgments recorded in accordance with government guidelines
5. Cash books and records maintained in accordance with government guidelines
6. Monies collected and receipts co-relate
7. Cheques dispatched to the correct payee
8. Vouchers are filed accurately
9. Customer satisfaction maintained to organization’s standards
10. Integrity is exercised

REQUIRED COMPETENCIES
1. Excellent knowledge of accounting standards and procedures 
2. Proficiency in the use relevant computer applications
3. Ability to work in teams
4. Excellent customer service skills
5. Effective verbal and listening communication skills
6. Excellent interpersonal skills

MINIMUM REQUIRED EDUCATION AND EXPERIENCE
· General entry requirement for the Government Service, inclusive of Mathematics or Accounts
· CAT or AAT level A or any equivalent accounting/management professional qualification would be an asset
· One (1) years’ experience. 
· [bookmark: _Hlk193959604]Experience in cashiering would be an asset.

Applications accompanied by resume should be submitted no later than
April 3, 2026
to:
The Director, Human Resource Management and Development
Ministry of Industry, Investment & Commerce
4 St. Lucia Avenue, Kingston 5
Email: hrm@miic.gov.jm

We appreciate your responses; however only short-listed applicants will be contacted.
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