TERMS OF REFERENCE: 
ASSISTANCE IN IMPLEMENTATION OF ABAC,

BUILDINGS AND LOCAL HUMAN RESOURCES MANAGEMENT
	JOB PROFILE
	JOB REQUIREMENTS

	JOB FRAMEWORK

Job Title :         Assistant
Job location :   Serbia 

                        EC Delegation in Belgrade

Group:          LA/III - ADMIN. SECTION 
Post N° :        
Situation:      To be opened from January 2007
JOB CONTENT

Overall purpose :
Under the direct supervision of the Head of Administration and in coordination with DEL Administrative Assistant, s/he will execute management of Delegation offices and officials' accommodation, management of local human resources and corresponding budget management. S/he will replace the accountant during her absence.
Functions and Duties:
· Manage encoding of  LEF/BAF in ABAC data base
· Manage ABAC assets for offices and officials' accommodation

· Manage ABAC invoice/contract data base for building management as per the pre-defined financial circuit  
· Fully takes over ABAC accounting in absence of DEL accountant

· Provide assistance in budget preparation for building and infrastructure management 
· Provide support with DEL offices/Residence/accommodation files 

· Supervise maintenance of offices/Residence

· Provide assistance to officials for accommodation maintenance

· Provide support with CAMAR files for offices/accommodation 

· Provide assistance in budget preparation for local staff 
· Manage local agents' personal files and salary payments
· Provide assistance in recruitment of local agents

· Manage DEL records of absences
	              EDUCATION & TRAINING
· Completed high school degree; 

KNOWLEDGE & EXPERIENCE 
· At least 3 years of experience in administration

· Good knowledge of accountancy
· Knowledge of EU building/local human resources procedures would be an asset

· Knowledge of EU accounting procedures would be an asset
· Working for an international organization would be an asset.

SKILLS

Linguistic skills
· Excellent English and local language. 
· Knowledge of French and/or other EU languages would be an advantage.

Technical knowledge
· Knowledge of ABAC environment would be an asset
· Excellent knowledge of computer tools, spreadsheets, MS Office applications and Internet use;
Communication skills
· Capacity to communicate clearly.

· Good ability for concise reporting.

Interpersonal skills

· Demonstrated ability to act with only limited supervision.

· Good capacity to focus on priorities and to organise work to deliver on time; 
· Good capacity to work in a multicultural environment and team
PERSONAL QUALITIES

· Flexibility to work under pressure and to respond quickly to new demands.
· Commitment to assure quality, speed and accuracy in performing technical and procedural duties
· High degree of responsibility in handling the EC funding and regulations



