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Job title:	Finance officer
Job type:	Finance administration, Project finance management
Reports to:	Executive director
Management of:	Office helper
Purpose of the job
To maintain efficient systems for financial processing and administration, contributing to the development of budgets and plans, and providing management and project reports that support the Inclusion Europe Executive Director and Board in the management of the organisation.
To manage and oversee financial affairs and project administration of Inclusion Europe.
To support financial management of Inclusion Europe by providing accurate and up-to-date budget reports.
To manage financial affairs of Inclusion Europe and of different project to the requirements of different donors.
To coordinate all financial administration of Inclusion Europe in cooperation with the Director and the Finance Committee, with guidance from External accountant.
To be responsible for the daily processing of accounts payable and receivable
To manage all suppliers and clients’ accounts of the association.
To provide administrative and secretariat support to the Director and other staff members
Key roles 
Financial planning, reporting and administration
· To provide timely, comprehensive and accurate finance support to Inclusion Europe and to work with the Executive Director, Finance Committee and the staff team to ensure the effective and efficient operation of general and project financial and administrative systems.
· To be responsible for maintaining the accounts and the daily verification and processing of all transactions, ensuring the proper recording and analysis of all receipts and payments 
· To support the financial management of the organization, by providing accurate and up-to-date financial reports and plans 
· To prepare and submit quarterly and annual financial statements and reports to the Treasurer, Board and General Assembly
· To contribute to mid-term and long-term strategic financial and organizational planning (in co-operation with the Executive Director)
· To prepare and develop annual and longer term financial projections and budgets in collaboration with the Executive Director
· To ensure that all funding requested from and provided by the member associations, the European Commission and other donors is properly used, administered and accounted for
· To ensure the proper functioning of the accountancy system, including all necessary software updates
· To update procedures for financial management and control compliance 
· In collaboration with external accountant and the payroll services (SECUREX) manage and administer monthly payroll and employee attendance and records
· Managing holidays, recuperation days and similar staff issue (provide information, manage and control evidence) 
Project management and administration
· The Finance Officer will maintain effective systems for the financial management and administration of projects and grants.
· To support the planning, management and control of staff allocation and other costs for individual projects
· To assist in project administration, providing timely up to date reports to project coordinators, following up on inquiries from EC or partners, the analytical closing of projects including the preparation of financial project report and final payments to partners
· To co-ordinate and prepare reports about the financial aspects of Inclusion Europe’s involvement in EU projects and other funding programmes
Other responsibilities
· The Finance Officer will organise their work in a way that enables them to be effective in their role
· To perform regular assessments of the quality and effectiveness of administrative systems and structures.
· To carry out any other duties consistent with the development of the post and of Inclusion Europe.

Other relevant information
The position is full-time (part-time can be considered) with a Belgian employment contract that includes payment for a thirteenth month. The monthly remuneration for full time hours is €2806 Luncheon vouchers and travel to work allowances available as applicable. 
Willingness and ability to undertake some travel in Europe


Person specification
Inclusion Europe expects our employees to:
· be committed to Inclusion Europe's values and mission as well as the association itself  
· work well with all of their colleagues  
· take responsibility for their own development
Qualifications
Professional background in finance administration or management.
Skills/competence requirements E = Essential / D = Desirable
E	Ability to maintain effective financial administration of a non-profit organisation
E	Excellent written and spoken English and French
E	Strong IT skills, especially in Excel, other MS Office applications and accounting systems  
E	Ability to plan, prioritise and organize a complex workload 
E	Accuracy and attention to detail
E	Excellent communication, networking, and inter-personal skills
D	A qualification or part-qualification in accounting
D	Project management skills
D	Ability to work in other European languages
D	Strategic thinking and problem-solving capacity 
D	Autonomy and ability to work in a small, multi-cultural team
Experience
E	Proven track record in financial administration or management
E	Proven track record in project administration and management 
Knowledge
E	Strong knowledge of financial management and administration systems; 
E 	Knowledge of accounting principles
E	Sound knowledge of grant conditions especially relating to EU funding







Application Form: Finance Officer

All information given on the Application Form will be treated as confidential.

[bookmark: _GoBack]Please complete in English and send the completed application form by e-mail to recruitment@inclusion-europe.org by 19 September 2016, 10:00 Brussels time.

Shortlisted candidates will be interviewed on 26. September 2016 in Brussels. 
During the recruitment process, we will contact you by e-mail twice:
· To confirm the receipt of your application (if you do not receive this confirmation within 5 working days, please get in touch with recruitment@inclusion-europe.org )
· To inform you whether you have been shortlisted for an interview

1. Personal Information

	First name
	

	Last name
	

	Title
	

	

	Home address
	

	Postcode and city
	

	Country
	

	

	e-mail address
	

	Telephone (home)
	

	Telephone (mobile)
	

	

	Nationality[footnoteRef:1] [1:  This information will not be used in the shortlisting process.] 

	

	Gender1
	

	Place, Date of birth1
	

	

	EU citizenship
	YES / NO 

	Belgian work permit
	YES / NO (If yes, please attach documentary evidence)





2. Education and Development

	Highest academic qualification obtained
	

	Discipline
	

	Other qualifications
	Name, description
	Awarded by

	
	a) 
	

	
	b) 
	

	
	c) 
	

	Additional information
	

	

	General education (from age 11)
	

	Name and city of school
	From  /  To
	Qualification obtained

	
	
	

	
	
	

	
	
	

	

	Further/higher education
	

	Name and city of college/university
	From  /  To
	Qualification obtained

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Relevant training and Development[footnoteRef:2] [2:  Please give details of training courses which are of direct relevance to your application] 

	

	
	

	
	

	
	

	
	



3. Languages
Please specify your level of competences within a range of 1 to 4 (with 4 being the highest)

	
	Understanding
	Spoken
	Written

	English
	
	
	

	French
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4. Present and previous occupations
Please give details of your occupation(s) starting with the most recent. Include any unpaid work that is relevant to the post and explain any gaps

	Employers name and address
	From / to (mm/yy)
	Position held and description of your main activities and responsibilities relevant to this application.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




5. References
All offers of employment are subject to receipt of satisfactory references. Please provide the names, addresses and telephone number of two referees (most recent)

	Name
	

	Position
	

	E-Mail
	

	Telephone number
	

	Your connection with this referee
	

	Can we approach this referee prior to an interview?
	

	

	Name
	

	Position
	

	E-Mail
	

	Telephone number
	

	Your connection with this referee
	

	Can we approach this referee prior to an interview?
	





6. Computer literacy
Please indicate your computer knowledge stating operating systems and software programmes you are familiar with and your level of competence in each as Basic, Intermediate, Advanced

	Software
	Level of competence

	Winbooks
	

	Other accounting package 
	

	
	

	Excel
	

	
	

	
	

	
	




7. Finance and administration
Describe briefly your experience in managing finances. Highlight responsibilities relevant to this position.














8. Have you ever been convicted of a criminal offence? 
If your answer is yes, please give details of date(s) of offence(s) and sentence(s) passed any which are still current. The successful candidate will be subject to a criminal record check. 
Please indicate your agreement to submit the necessary formal request should you be selected. Y/N




9. Availability
If selected, when would you be able to take up employment with Inclusion Europe?




10. Disability
Do you consider yourself to have a disability? If yes, please inform us about any adaptations which you may require either to carry out the role or to participate in the selection process.




11. Declaration

I declare that I have the necessary citizenship status or permits to live and work in Belgium and am able to travel widely in Europe or internationally as required by this post.

I declare that the information provided on this form is correct to the best of my knowledge and I understand that any information submitted in connection with employment and subsequently found to be incorrect or deliberately misleading could lead to dismissal without notice.


Name:                              			          Signature

Date:




Rue d’Arlon 55 – B-1040 Brussels – Belgium
Tel.: +32-2-502 28 15 . Fax : +32-2-502 80 10 .
image1.jpeg
*
* % X

Inclusion Europe




