	JOB DESCRIPTION - Internal Control Officer 

	1. Name of the Institution:
	Ministry of Agriculture, Forestry

and Rural Development-ADA

	2. Position:
	Internal Control Officer 

	3. Functional Category:
	Professional level

	4. Grade: 
	10

	5.  Department - Directorate:
	Directorate of General Administration - ADA

	6. Division / Unit:
	 /

	7. Reports to:
(title and rank of direct supervisor)
	Director of the Directorate of General Administration

	8. Location:
(the place where the tasks are performed)
	Prishtine

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

- It’s to bring a systematic and disciplined approach to evaluate and improve the effectiveness of the organization's risk management, control, and governance processes. The Internal control officer goal is to add value and improve the Agency processes and operations.

- Under the direction of the ADA Financial Controller and the CEO of Agency, he/she will perform duties such as the following: Review, assess and enhance the system of internal financial and budgetary controls and a program of internal control review, covering internal controls activities such as: 

	10. Main tasks : (short description of the main tasks listed by importance)
1. Segregation of duties, avoidance of conflicts of interest, data confidentiality, integrity   

            and availability etc.);                                                                               

2. Review, assess and enhance the five below components of Internal Control within  

            Finance, 

3. Control Environment, Communication, Assessing and Managing Risk, Control 
           Activities and Monitoring with the aim of achieving the following goals, 

4. Safeguard of assets, reliability and integrity of financial information, compliance with 
            managerial policies 

5. Support establishing and maintaining guidelines for a system of internal control within      

            Finance, control activities shall include but not limited to: Segregation of duties,  

            avoidance of conflict of interests, adequate intervention trails and data confidentiality,           

            integrity and availability in information systems, 

6. Procedures for monitoring of performance and for follow-up of identified internal 
            control weaknesses and deviations from the procedures laid down in the internal control 
            system, periodic assessment and review of the risk and the sound functioning of the               

            internal control system, 

7. Performs other work in accordance with the purpose of the job that may be required 
           from time to time by the supervisor, 

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

Mandatory requirements
· University Degree : Law, Finance, Economics, Business Administration, Agriculture-
       Economics, agriculture;
· Work Experience: Minimum 4 years of relevant professional experience;

General requirements

· Deep knowledge in the field of financial and legal affairs, finance, Public administration;

· Knowledge of applicable laws and regulations;

· Research, analytical, evaluation skills and formulation of recommendations and professional  

       advice;

· Computer literate and the ability to effectively use: Windows, Word, Excel, Access, and

       other Microsoft Office programs;

· Flexibility and ability to handle new situations;

· Good knowledge of English.




