
BASIC INFORMATION

	SITUATION by (date):
	    23 July 2024

	Category and grade 
(of present Job holder):
	    LA-2

	N° of the post:
	    453171

	Reference Job Profile
	   Budget/Accounting Assistant


Specialist knowledge (know what)

Experience and understanding of office procedures notably regarding financial and contractual matters and including office automation, accounting and document management IT applications, with a view to improving efficiency and effectiveness.
Further details on the job framework, on the job content and on the job requirements are given on the second page.

	_______________JOB PROFILE____________
Job framework

Job Title:
 Budget/Accounting Assistant
This job includes around 30% of secretarial tasks within the Finance, Contracts & Audit Section 
Job location :
Delegation Bangkok
Area of Activity: 
Finance & Contracts Section

Category : 
LA-2
Situation :
As indicated in the “Basic Information” 

Job content

Overall purpose:

Will be a resource person for the Finance, Contracts and Audit Section at the Delegation.  Will perform in an effective, efficient and timely manner tasks he/she is requested to take care of in order to support their line managers and contribute to the efficient functioning of the Regional Section. 

Functions and Duties:

FINANCE, CONTRACTS & AUDITS SECTION AGENT (around 70% of working time)
· Ensure update of the ARES (document management) workflow templates for contracts and payments.

· To encode in ABAC (accounting system) invoices and payment requests and prepare and launch ARES payment circuits for finance managers to process.  Ensure relevant follow up.
· To act as a focal point for the dossiers sent from all Regionalized Delegations both FCS teams and Cooperation teams  related to financial  and contractual matters
· To monitor and register all incoming correspondence related to payments and contracts submitted in paper or electronic format.
· Contribute to good communication and information exchange within the section, with the cooperation sections and other delegations.

· To be aware of relevant financial and contract procedures
· To provide advice to other Delegation staff on what procedures to apply and/or direct to the responsible officer.
SECRETARY TO FINANCE, CONTRACTS & AUDITS SECTION (around 30% of working time)
· To prepare minutes of section meetings/ virtual conference

· To prepare logistics for the missions of the line managers and staff, including mission request and expenditure claims

· To provide logistics and make appointments for  Headquarters staff missions to the Delegation
· To keep track record of the incoming and outgoing correspondence of the FCA Section 

· To coordinate appointments and diary of FCA staff, liasing as necessary with colleagues and contacts, including logistics

· To provide effective secretarial support to the line manager and other staff in the FCA Section as appropriated, mainly with the HoS, Deputy HoS and finance officers.

· To write official letters and other correspondence as necessary.

· To undertake other assignments that may be reasonably requested in view of the efficient functioning of the FCA Section or the Delegation


	              JOB REQUIREMENTS (minimum)_______
Education and training 

He/she must hold a University degree in Accounting, Finance, Business Administration, Management or equivalent.

Experience 

Should have 3 years of relevant professional experience (see education and training) preferably in an embassy, international organisation or similar.  

Knowledge  

Specialist knowledge (know what)

As indicated on the “Basic Information” sheet

Technical knowledge (know how)
· Computer literate (and knowledge of commonly used programs such as Word, Excel, MS Project, PowerPoint, etc.) 

· Capable of producing high quality results within often tight deadlines

· Capable and having experience in drafting official correspondence with a certain degree of autonomy

SKILLS

Linguistic skills 

· Excellent command of the English language (written and spoken)
· Working knowledge in French (read and spoken) is considered an asset

Communication skills

· Excellent communications skills with external and internal contacts
Interpersonal skills

· Ability to work as a team member with good inter-personal skills

· Ability to work in a multicultural environment (knowledge of European Commission is an asset)
Intellectual skills 

· Ability to understand and contribute to effective and efficient administration and procedures of the Finance & Contracts Team

Management skills 

· Capacity to focus on priorities and to organize work to deliver on time.

· Ability to negotiate at all levels in a multicultural and multilingual environment.

· Attention to detail and accuracy

PERSONAL QUALITIES

· Flexibility to work under pressure and to response quickly to new demands. Stress resilience
· Ability to understand and be understood

· Ability to work in a proactive and autonomous way

· Coordination skills

· Planning capacity

· An interest in promoting cooperation between Europe and SE/Asia




