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	_______________JOB PROFILE____________
Job framework

Job Title: 
Secretary  
Job location:            EU Delegation, New Delhi

Area of Activity:     Finance, Contracts & Audit Section

Category: 
DAL Group IV
Post                         49254




Situation:                 Vacant
Job content

Overall purpose:

Under the supervision of the Finance verificator, assist in all relevant activities of the Section.

Functions and Duties:

· Encode payment requests  in CRIS
· Keep regular track of pending payments/recoveries and follow-up with the respective financial actors involved.
· Coordinate with Project Authorities, EU Delegations embassies, Ministries for various matters and visits related to projects.
· Assist with planning and reporting on payment/recovery activities (including derogation reports).
· Assist with obtaining information from various sources.
· Take minutes of meetings if required.
· All other assistance to the Head of Section and Team Leader in the day-to-day work.
· Participate as Secretary in Evaluation Committees and ensure proper functioning of evaluation committees.
· Logistical support (stationary – copying – faxing) to the Section, as requested by Head of Section.

	              JOB REQUIREMENTS____________
Education and training 

Completion of Secondary School

Experience 

· 3 years experience of related secretarial work as a team member. 
· Experience in international organisations, and or experience related to tendering, contracting, payments and reporting will be an asset.

Knowledge  

· Specialist knowledge:

· Excellent knowledge of MS Word, and Excel. Knowledge of PowerPoint and Access is an asset.

· Preferably International Financial Institutions procedures related to tendering, contracting, payments and reporting.

· Technical knowledge (know how)
· Typing

· Accounting

· Database operation and maintenance

· Filing and archiving
SKILLS

Linguistic skills:
Fluency in written and spoken English. 
Good knowledge of Hindi.

Knowledge of French is an asset.
Communication skills:

Capacity to communicate clearly, present complex matters in a simple way and draft precisely.

Interpersonal skills:

Ability to listen, to consult and to share information and ideas. Good team player. Ability to work in a multi-cultural environment.

Intellectual skills:

Ability to identify and analyse key points in verbal and numerical information, evaluate alternatives objectively and make sound, logical and well argued judgements and understanding the impact of decisions.

Management/organisational skills

Capable of working independently with little guidance from supervisors, yet a good team player. Able to deliver timely and high quality results. Ability to occasionally work under pressure of deadlines and high workload.
Personal Qualities:
Highly motivated and responsible, dedicated and flexible, a team player and problem solver with very high ethic standards and a well-developed sense of integrity, independence and initiative.




