
EMPLOYMENT OPPORTUNITY 
U.S. EMBASSY RECREATION ASSOCIATION 

AMERICAN EMBASSY, RIYADH 
 
 

Job Title:   Staff Accountant  
 
Hours:  Part-Time/Full Time 30-40 hours per week with overtime as required. 
 
Salary:  Hourly wage based on qualifications and experience. U.S. taxes will be deducted, if U.S. 
Citizen. 
 
The United States Embassy Recreation Association (USERA) is seeking a qualified Embassy 
Family Member (EFM, non-EFM spouse or member of any household in the local commuting 
area) for the position of USERA staff accountant. This contract is for one year and can be 
renewed annually. The following is a summary of the position, duties and responsibilities, and 
qualifications required for the position.     
 
General Overview:   The USERA staff accountant is responsible for performing various 
accounting duties and coordinating financial decisions with USERA General Manager for all 
USERA business units.  Responsible for understanding, signing, and storing all contractual 
agreements between suppliers/vendors and USERA.  Records and tracks all accounting business 
in QuickBooks. Creates and presents financial analysis to the General Manager and Board of 
Directors. 
 
Duties and Responsibilities: 
 

 Oversee all accounting functions, cashier floats and office petty cash funds 

 Reconcile all bank accounts and petty cash funds regularly 

 Manage all accounts payables and receivables 

 Prepare monthly payroll for USERA employees 

 Records all transactions (QuickBooks) – deposits, petty cash transactions, accounts 
payable, payroll, monthly journal entries 

 Prepare monthly financial statements and variance to budget reports for distribution to 
the USERA GM and Board of Directors 

 Submit complete inventory and expenditures statement (P&L) for Board meetings 

 Prepare journal entries for depreciation and accruals 

 Verify end of month Tea inventory with the manager 

 Prepare journal entries for inventory transfers and cost of sales 

 Coordinate and manage end of year audit process with USERA GM for Board of Directors 
approval 

 Perform any other duties as directed by the USERA GM and the USERA Board of 
Directors 



 Teach others how to perform the duties related to accounting duties 
 
Desired Qualification, Education, Training and Certifications 

 

 Associate or higher Degree in Accounting 

 Served as an accountant or account assistant in a revenue (cash) generating activity  

 Excellent communication skills, customer service 

 Training in QuickBooks 

 Fluent (read & write) in English Language 
 

Application Procedure:    Applicants should submit a current resume with cover letter and any 
supporting documentation to the USERA office by close of business Sunday, 13 Nov, 2016. 
Applicant may also submit resume with cover letter to BurkDL@state.gov or 
RiyadhUSERA@state.gov 
 
 

http://redirect.state.sbu/?url=mailto:BurkDL@state.gov
http://redirect.state.sbu/?url=mailto:RiyadhUSERA@state.gov

