EU UNCLASSIFIED


HQ EUFOR CIVILIAN JOB DESCRIPTION

PART I – ADMINISTRATIVE

CE POST NO: CL FIN 103



DATE: 22 JUL 2021
HQ/UNIT: HQ EUFOR/DCOS SUPPORT/J8/FISCAL
                                                           
        DUTY LOCATION: SARAJEVO, BIH
JOB TITLE: Accountant
NATIONALITY: BIH  

SERVICE: CIV

GRADE: LCH-6

PART II – CE DUTIES

A. POST CONTEXT
The HQ EUFOR FINANCE (J8) consists of the Chief J8/Financial Controller, the Fiscal Office, the Budget Office, and the Contracts, Procurement & Purchasing Office. 
Budget section and Finance and Accounting section (F&A) are responsible for budget preparations, budget executions, accounting for all financial transactions within HQ EUFOR set of books, approval and payments of all invoices and reimbursements, money collection, tracking and organizing the actual flow of money and funds  managed by HQ EUFOR, providing advices and guidance to EUFOR personnel in order to ensure compliance with European Peace Facility (EPF) Implementing Rules and financial legal standard policies and procedures.
Under direct supervision of the Finance and Accounting Manager, the Accountant is performing daily operations and accounting duties in the HQ EUFOR  F&A to ensure accountability over funds allocated to HQ EUFOR in accordance with International Public Sector Accounting Standards (IPSAS), the EPF Implementing Rules and ACO directives where applicable. The Accountant is expected to carry out her/his duties in the most transparent, accurate and efficient way and timely manner. The incumbent processes financial and accounting transactions using relevant financial modules of the organization’s ERP financial system.
B. REPORTS TO: FINANCE AND ACCOUNTING Manager 

C. PRINCIPAL DUTIES
· Within the HQ EUFOR – Operation Althea the incumbent is responsible for the control, processing and approval, up to level B of the Established Financial Limits, of commitment of funds, collection vouchers and different types of requests for payment authorizations.
· Maintains the status of fund managers (FM) cases and EUFOR – Operation Althea Fund Manager balances ensuring:


(a).
Appropriate funding authorities have been received and recorded;


(b).
Payments and receipts are properly documented; and


(c).
All transactions are properly reported.
· Process and controls all salaries and salary related expenses for civilian personnel. Process collection vouchers related to reimbursable salaries managed by HQ EUFOR. Reconciles reimbursable salaries accounts with general ledger (GL) at the end of the month.
· Assists in the management of all other reimbursable activities, prepares HQ EUFOR collection vouchers. 

· Initiates reimbursable budgets upload journals as requested by FMS for further processing and approval. 
· Initiates accounting journals for further processing and approval.

· Approves invoices and initiates payment batches for approval and final payment.
· Verifies/reconciles data entered into the Financial System (FinS) and related reports generated by this system. Controls and validates suspense accounts and reconciles accounts payable (AP) and accounts receivable (AR) FinS modules with GL.
· Assists the Finance and Accounting Manager in preparing all necessary documentation for internal and external auditors and provides support during Financial Statements preparation.
· Keeping Write-Off log book up to date.
· Audits all travel claims for verification of amounts and the approval of final payment for reimbursement.
· Verifies the availability of funds, propriety of the proposed expenditures and the compliance with the current financial rules and regulations.
· Generate different kind of financial reports from FinS as required.
· Drafts letters, memorandums, and responses within the command and to higher commands.
· Acts as Acting Principal Accountant in his/her absence.
· Acts as Cash Management Specialist in his/her absence.

D. ADDITIONAL DUTIES
· Performs analysis and carries out studies of HQ EUFOR from a financial aspect to achieve maximum effective utilization of resources.
· Performs additional duties as assigned by the Finance and Accounting Manager.
PART III – QUALIFICATIONS

A. ESSENTIAL QUALIFICATIONS
1. Professional Experience

1. Minimum 3 years professional experience in accounting, budgeting and/or finance operations.
2. Ability to interpret and execute orders and directives.
3. Knowledge and professional experience with automated finance and accounting systems (ERP).
4. Experience in use of office automation software packages, particularly in use of spreadsheet applications.
2. Education/Training 
University degree in accounting, economics, finance or business management, coupled with at least three years related professional experience. 

3. Security Clearance
Certificate of No Criminal Record + HQ Security Screening.
4. Language (listening, speaking, reading, writing)
English 3333, Bosnian/Croatian/Serbian 4444

5. Standard Automated Data Processing (ADP) Knowledge
· Proficiency in MS Office Applications including Outlook, Word, Excel and Power Point.
· Knowledge and experience working with Financial ERP Systems.
B. DESIRABLE QUALIFICATIONS

1. Professional/Experience

a. Financial related experience in financial field.

b. Good knowledge of NATO/EU or other international financial accounting procedures.

c. Experience in Budget/Finance position in an International Organization.
2. Education/Training
Professional Designation/qualification in accounting, economics, finance, business administration, or related field.
3. Language (listening, speaking, reading and writing)
English SLP 4444

C. CIVILIAN POSTS 
Personal Attributes 
Supervisory guidance received from the Finance and Accounting Manager.  Although most duties are routine, must be able to exercise own initiative to follow up on outstanding issues and required documentation and assess when appropriate to seek assistance from higher level management.  Ensures EPF Implementing Rules, regulations, policies, and directives are properly followed.  Professional knowledge of accounting is required to determine proper recording and extraction of required management reports and information.  Must have good knowledge and understanding of EU/EUFOR directives and policies to ensure appropriate documentation is available before recording/executing a transaction, and must know when appropriate to contact fund, budget, project and contract managers for additional clarification or documentation. Ability to maintain social, organisational and ethical norms in job-related activities and originates action is required. Must be able to analyse, organize and present financial data, to make controlled responses in stressful situations and communication with other internal and external contributors. Must have initiative and willingness to actively participate as a full member of the team and to provide constructive proposals when resolving issues.
Managerial Responsibilities
Must manage production flow in the office and quality of assigned work.
Professional Contacts
The candidate will be required to establish and maintain good professional contacts with Fund Managers representing other Branches and units in the organization and all other internal and external stakeholders. The incumbent will closely interact with NHQ Sa counterpart including shared FMs. Professional contacts within or outside HQ EUFOR may involve providing information, advice or low level guidance on simple issues as well as discussion and negotiations at own level.
Contribution to the Objectives
Accuracy and timeliness of work directly impacts execution of support mechanisms needed to conduct HQ operations. Ability to analyse and solve problems is needed to deal with specific issues. Correct performance of all functions contributes to EUFOR compliance with statutory reporting requirements directed by the nations.  Contributes directly to operational mission objectives, by providing accounting support to rotational personnel and accounting for operational budgets.
Work Environment
Multi-national civilian and military office work environment.

D. REMARKS    
EMPLOYMENT CONDITIONS

The successful candidate will be offered a 12 month initial contract which may be followed by an indefinite duration contract, subject to satisfactory performance, and the continued operational need/funding for the position.

The starting salary for a LCH-6 position is EURO 1,441.00 per month (exempt from local

taxation).

Other employment benefits include:

• Affiliation to a Cigna Group Medical Insurance Scheme (premiums shared);

• 24 annual leave days per calendar year;

• 4 fixed and 6 floating official holidays;

• Enrollment into the host nation social security scheme (premiums covered by NATO);

WHO CAN APPLY?

Internal and external candidates who are nationals or legal residents of Bosnia and Herzegovina are invited to apply for this vacancy notice.

In order to apply, all candidates (internal and external) must fill in and submit the application form available on our website http://www.euforbih.org/index.php/vacancies-a
Documents should be submitted by email to: Vacancies@eufor.europa.eu
Applications which do not meet the above-mentioned prerequisites will be automatically rejected.

Due to the broad interest in HQ EUFOR and the large number of potential candidates, telephone or email enquiries cannot be dealt with. Only successful candidates selected for the interviews will be further contacted by the HQ EUFOR recruitment board.
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