JOB PROFILE

JOB REQUIREMENTS

JOB FRAMEWORK

Job Title: Finance, Contracts and Audit Officer
Job location : EU Delegation, Yangon, Myanmar
Area of Activity: Finance, Contract and Audit Seat
Category : AL/

JOB CONTENT
Overall purpose:
Will cover subject matters relating to his/her spksation, with a view
of contributing to the full Project Cycle Managemefitco-operatior
activities financed by the EU and to the efficidéanctioning of the
Finance, Contracts and Audit Section at the Delegat

Functions and Duties:

Ensure sound, contractual and financial manageofdsit) funding
respecting relevant procedures, instructions, rafesregulations as
well as follow-up of audits under the supervisidrthe Head of the
FCA section

Financial initiation in accor dance with internal rules and

procedures, including

= Act as financial initiator for financial transaati® related to the

implementation of projects: contracts, contract rdmeents,

payments, debit notes, recovery orders, call foppsals and call

for tenders and de-commitments

Verify/analyse financial reports, supporting docatseand

invoices related to financial transaction, informin

Beneficiaries/contractors of required correctionsei€essary.

Enter information and data into the Commission’s potarised

management systems as GESTFIN (e.g. CRIS, ABAC) fainga

payments, recovery order and de-commitment of logsis,

service (TA) contracts, equipment suppliers andrienaork

Contract.

Create Third Party File in ABAC and follow-up validat of the

exercise

Audit/Ex-post control follow-up, including:

=  To review audit reports and making comments omiifed and
contractual matters to the appropriate serviceséBaaries, HQ,
Delegation)

Contract management, including:

Assist in Call for proposals (CfP) and Calls fanders (CfT)

openings and evaluations and ensure that procedtgerrectly

applied

Draft and/or review grant, service and supply cacts and review

before and after signing to ensure that the firerand

contractual aspects are in accordance with ruldgegulations

including terms of payments and cost/budget breakdo

Process advance, interim and final payments, mamg@nd

evaluating project implementation, both financiatyd

contractually. This may include field missions amdthe spot

controls

Monitor payments, forecast of revenue and recouedgrs and

ensure closure/de-commitment in due time

Liaise with the colleagues of the Operation Sectiwn

implementation of contractual and financial mattérsluding on

procurement Procedures

To supervise and monitor projects though reguédd fimissions.

Einancial reporting:

= Assistin the preparation of financial reports atatistics
(RAC,RAL, payment forecasts, EAMR, annual reports asdhoc
reporting, ..)

Financial and contractual coordination

= Review documents that need input on financial amdraotual

matters, providing advice/comments to draft progreamg

documents, Financing Agreements, CfP/ CfT

Participate in negotiations of technical and finahaspects of

contracts linked to the preparation and implemératdf external

assistance projects

To undertake other assignments that may be realyorajuested
in view of the efficient functioning of the Finandgontracts and
Audit Section or the Delegation.

EDUCATION AND TRAINING
University degree in Law, Business, Economics, Fiean
Audit, Administration

EXPERIENCE

He/she must have at least 4 years of working eapee.
in financial and contractual management

Will be considered an advantage:

- Practical experience of EU rules and procedures

- Similar function with an international and/or ffot-profit
organisation

- Experience with audits

KNOWLEDGE
Specialist knowledge (know what)

Excellent knowledge of accounting, contractual an
financial management matters.

Technical knowledge (know how)

=  Computer literate (and knowledge of commonly us
programs such as Word, Excel, MS Project,
PowerPoint, etc.).

Capabilities to perform the financial and contrattus
evaluation of proposals and work-plans

tSKILLS

Linquistic skills

=  Excellent command of English (written and spoken
Burmese a strong asset

Communication skills

Excellent communications skills with internal and
external contacts (Contractors, government officicilgl
society organisations and other relevant stakemolde

Interpersonal skills

=  Ability to work as a team member Ability to work &
multicultural environment

Good presentation skills an asset

Intellectual skills

sound judgement

problem solving skills

Fully independent in report reviewing/writing and
drafting of official correspondence,

Capabilities to clearly, efficiently and effectively
analyse ideas and approaches

Capability of producing high quality results within
often tight deadlines.

M anagement skills
Capacity to focus on priorities and to organise work
deliver on time.

Ability to negotiate at all levels in a multiculalrand
multilingual environment.

PERSONAL QUALITIES

A keen interest in promoting cooperation between
Europe and Myanmar

Integrity, Motivation, commitment and flexibility

ed
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