Assignments - Shirley Restrepo
· Provide timely IMIS IRFA Reports for Regular and Extra-budgetary budgets to Finance Officers; assist with analysis of Expenditures for reporting purposes.  Advise Financial Officers on issues and problems relating to travel and accounts;
· Process Travel Authorizations for AERIMB staff and JPO’s who are going on mission or Official travel.  Review travel claims and supporting documents submitted by the above-mentioned staff, before submitting for certification to Certifying Officers, and forwarding to the Travel & Vendors Claims Unit for processing;  follow-up with the Travel and Vendors Claims Unit on outstanding claims;
·  Assist with analysis needed in preparation of journal vouchers for correction of errors in IMIS Financial Reports, and liquidation of outstanding obligations;
· Deal with day to day problems and queries relating to Finance, and budgetary matters;

-
Create pre-encumbrances and related OBMO's required for disbursement against          
trust funds or general accts; draft memoranda/financial cables relating to such 
disbursements, for signature of Executive Officer;

-
Prepare cost estimates and provide computations for statements of financial 
implications for regular budget and trust funds.
