
 

 

Unclassified 

Supervisory Voucher Examiner (Certifying) 

Major Duties and Responsibilities                                                                                                                         

 

40% of Time           
Provides certification review of all vouchers before submitting to GFSC by ensuring that examined vouchers are 

authorized and that approvals for payment are in compliance with USG regulations and internal controls are in place to 

ensure that correct authority has approved the procurement actions, that obligations have been established, and that goods 

and/or services have been delivered and/or received, are legal and in accordance with respective agreements, whether the 

amount of payment has been computed accurately, is in the correct currency, whether the name of the payee and the 

address is correct, that all discounts have been taken, and that all invoices are appropriate and correct for payment.  The 

incumbent has personal liability for any losses sustained by the USG as a result of false, inaccurate or misleading 

certifications and for payments prohibited by law.  Researches the regulations (4 FAM, 6 FAM, FAH, SR, etc) to 

determine if a claim is proper and in compliance with regulations. Certifying authority is up to $25,000 USD per voucher.                                                                                                                                         

                                                                                                                                                                                                

20% of Time              

Provides guidance and training to LE staff certifying position and voucher examiners on complex vouchers and 

interpretations on USG regulations.  When necessary reconciles vendor payments and performs payment analysis.  

Develops internal procedures to ensure that vouchers are processed within ICASS standards and employees are aware of 

time processing deadlines.   Ensures that all vouchers are paid on time with special focus on utility, debit and credit cards, 

and lease payments.   Can certify annually up to a total of $ 56 million or more in vouchers. Responds to voucher queries 

and requests for payment information from Washington and GFSC.                                                                                                                        

                                                                                                                                                                                 

15% of Time           

Each year the Department’s Financial Statements are audited by independent auditors who randomly test transactions 

initiated by overseas posts.  Each year post receives audit queries for numerous payment/unliquidated obligation balances.  

The incumbent independently researches the details of several audit requests received by FMC regarding 

payments/unliquidated obligation balances, reviews validity of obligations, verifies liquidations in the Post accounting 

records, completes the data sheets for FMO signatures and forwards the documentation to FSC Bangkok or Charleston.  

Prepares the follow-up responses on audit queries. 

                                                                                                                                                                                                

15% of Time                     

Takes the lead, on behalf of the Senior FMO, in addressing a wide range of personnel and staff development issues, 

including the identification of individual training needs and mechanisms and programs available to satisfy these needs.  

Undertakes other special tasks, as assigned by the FMC S/FMO and/or Mission management.  Ensures smooth operational 

running of the FMC.                                  

                                                                                                                                                                                               

10% of Time           

Performs the full range of supervisory functions including performance reviews for the LE staff Certifying officer, the 

Designated Billing Officer and two Supervisory Voucher Examiners.  Also provides direct guidance on a daily basis to the 

10 voucher examiners. Any other duties assigned. 

 


