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	DELEGATION OF THE EUROPEAN UNION

TO INDIA AND BHUTAN 





JOB DESCRIPTION
                                               1  
Post: Finance, Contracts and Audit Assistant in EU Delegation to India: 
Post No: 
Job title: Finance, Contracts and Audit Assistant 
Section: Finance, Contracts and Audit Section
Job definition: 
For a given portfolio of projects/contracts, to ensure that all the contractual (creation and management of legal commitments) and financial (budgetary commitments and de-commitments, payments, recoveries) obligations are respected. 

To co-manage with the PM (Program Manager) in the Operational sections the EU projects and programs of development aid and the financial and technical cooperation in line with the overall financial framework of the EU.
For this post, the project portfolio will consist of grant and budgetary support operations.
Functions and duties:

Financial management
· Initiate payment/recovery files and give a financial visa in accordance with internal rules, where required.
· Follow-up of financial circuits.
· Advise legality, regularity and sound financial management issues.
· Liaise with the correspondent PM in the Operational Sections.
· Ensure proper archiving and filing of financial documents related to EU assistance programmes.
· Ensure that financial/accounting data is properly registered in the IT systems for budgetary and accountancy management (CRIS and ABAC). 
· Assist in the review of the Public Financial Management System and in the conditions related to PFM management.
Contract management

· Verify tender procedures. 

· Participate in tender evaluations and ensure legality and proper functioning of evaluation committees. 

· Assist in the preparation of contracts and contracts addenda.
Monitoring and reporting on audits

· Assist in the preparation and execution of on the spot missions in coordination with PM.
· Assist in the preparation and execution of audit missions in coordination with ATM audit task manager.
· Follow-up with ATM of the implementation of audit recommendations.

External coordination

· Liaise with the beneficiaries on all above mentioned financial, contractual and monitoring aspects. 
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JOB REQUIREMENTS
Education and training:
· Perfect knowledge of written and spoken English is a must.
· Full computer literacy (MS Windows, Word, Excel) is a must. 

· Secondary education compulsory 

· University degree and or Masters, in Business Administration, Law or Accounting would be an asset.

Experience:
· Minimum of 5 years in the last 8 years of work experience relevant to the duties of the position, notably in one or more of the areas of: 
· development projects management, 
· public finance management, 
· budget support activities. 
· Experience within international co-operation organisations/national embassies, especially in development sector or NGO's, will be a major asset. 
KNOWLEDGE:

· Specialised knowledge:

· Sound working experience in a multi-lateral or bilateral development co-operation context and multi-national / multi-cultural environment.

· Sound experience in procurement and financial analysis and reporting.

· Experience with preparation and evaluation of calls for proposals / tenders as well as drawing up and monitoring of contracts. 

· Audit/financial verification experience would be an asset.

· Technical knowledge:
· Good understanding of accrual accounting is a must.

· Good understanding of procurement concepts is a must.
· Good understanding of NGOs management and/or Public Finance is a must.
SKILLS:

· 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 the supervisors, yet a good team player. 
· Able to deliver timely high quality results.
PERSONAL QUALITIES
· Be highly motivated and responsible, dedicated and flexible, a team player with very high ethic standards and a well-developed sense of integrity, independence and initiative. 
· The job may require missions in the country and to Europe.
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