Vacancy VNSRMG00359

Job Title			Finance Clerk	
Location			Belgrade,CS
Organization Name			OSCE Mission to Serbia
Grade			G3
Closing Date of application		07.Jul.2013
No. of Posts			1

Background
The vacancy is open only for persons with citizenship of the Republic of Serbia.
This is an extra-budgetary position subject to the availability of funds. The incumbent will receive a one-year Fixed-term Letter of Appointment, which will be subject to satisfactory completion of a 6-month probationary period and which will be renewable annually, subject to satisfactory performance, until the end of the Project (20 June 2015). The incumbent will work on the project "Technical Assistance for the Implementation of the Government of Serbia's Sector Fiche Social Development (measure 5) for the Realisation of the Strategy for Roma Inclusion" which is placed within the Democratization Department. 
Interviews are planned for July 2013.
Tasks and Responsibilities	
1. Filing accounting and financial documents, including those that relate to Implementing Agency Agreements, receiving, sending out and registering documents/mail addressed to and issued by Finance regarding the Project. Specifically: 
· Receives and keeps record of documentation submitted for finance action and distributes it to Finance staff; 
· Files payment records; 
· Copies and files invoices and other supporting documentation submitted by Implementing Partners; 
· Prepares supporting documentation to be attached to the financial reports sent to the donor; 
· Files Finance correspondence and maintains financial archives of the Project; 
· Answers queries by the staff related to the location of distributed/filed/archived documentation;
2. Processes financial documents. Specifically: 
· Checks the completeness and accuracy of Project documents, before certification by the Finance Section; 
· Provides assistance to the Project staff for the submission of travel-related documents; 
· Assists in the preparation of VAT exemption forms for suppliers;
3. Collecting, delivering and registering the correspondence. Specifically: 
· Collects and sorts mail, pouches and other communications among the Project staff at regular intervals and as per request; 
· Keeps record of all incoming and outgoing mail, pouches and communications related to Project and delivered to the Mission HQ; 
· Answers queries related to whereabouts of distributed mail, pouches and other communication;
4. Performs other duties as required.
Necessary Qualifications	
· Citizenship of the Republic of Serbia; 
· Completed secondary education; 
· Minimum two years of experience in office work; 
· Basic knowledge of finance-related issues and procedures; 
· Excellent oral and written communication skills in English and the local language; 
· Demonstrated gender awareness and sensitivity, and an ability to integrate a gender perspective into tasks and activities; 
· Computer literate with practical experience in Microsoft packages (including spreadsheets such as Excel); 
· Ability to work with people of different nationalities, religions and cultural backgrounds.
Remuneration Package				
[bookmark: _GoBack]The incumbent will receive a one-year Fixed-Term Letter of Appointment, which will be subject to satisfactory completion of a 6-month probationary period and which will be renewable annually, subject to satisfactory performance, until the end of the Project. The Project is scheduled to end on 20 June 2015.
Appointments are normaly made at Step 1 of the applicable salary scales.
Monthly remuneration, subject to social security deductions, is EUR 1,046.50. Social benefits will include participation in the Vanbreda medical insurance and the OSCE Provident Fund.
The OSCE retains the discretion to re-advertise the vacancy, cancel the recruitment, offer an appointment at a lower grade or offer an appointment with a modified job description or for a different duration.
How To Apply
Please apply online through the OSCE website (www.osce.org/employment) no later than 7 July 2013. Only online applications will be considered; applications received by email, post etc. will not be accepted. 
Only short-listed candidates will be contacted. Candidates who have not been contacted by 31 July 2013 should consider there will be no follow up to their application. 
Contact Tel. No: 011-3606 100, ext.: 4133, 4130, 4157, 4153 (Human Resources Office)

image1.wmf


G3


