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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES
INTERNAL/EXTERNAL VACANCY NOTICE

Title of Position:



Associate Finance Officer 
Position Number:


10012756
Category & Level:


National Professional Officer, NOB
Location:
Financial Control Section (FCS), 
Budapest Global Service Centre

Effective Date:



ASAP
Duration:



one-year renewable contract 
Closing Date:



12 September 2010
Organizational Context

Reporting to the Controller’s Office, the Financial Control Section is the authoritative section of UNHCR, which is responsible for management and control of finance and UNHCR accounts. Its responsibilities include:

· Advise the management of financial operations and maintenance of the UNHCR accounts, including income recording.

· Interprets and elaborates on procedures for financial management and control; this requires to maintain adequate internal financial controls as per Financial Internal Control Framework.

· Prepare the statutory annual financial statement of accounts for certification by the Board of External Auditors and for the Executive committee. Liaise with Auditors (Internal and External) and develop responses to audit queries with regards to UNHCR accounting procedures and policies.

· Recommends and formulates financial/accounting policies and procedures in line with UN financial rules, this may require engagement in technical discussions on maintenance of UNHCR accounts, including with the UN Secretariat and other UN agencies.

· Monitor and report on the expenditure of Implementing Partners. In this connection, the Financial Control Section will also monitor the recording in MSRP of audit certificates data with regard to Implementing Partners expenditures and provide authoritative guidance on the same.

· Screen and endorse the eligible candidates for Finance related positions within the organization and exercise functional authoritative guidance over the same.

· Ensure the integrity and smooth functioning of the Accounts payable workflow and processes.

Duties & Responsibilities

· The Associate Finance Officer (NOB) will work under direct supervision of the Senior Finance Officer (FCS) at the UNHCR’s Global Service Centre in Budapest.  The incumbent is required to have an in-depth knowledge in Banking procedures, control of deposits and payments. His/her specific functions include:

· Supervise and coordinate the work of two G6 staff;

· Manage the Budgeting system (EPM) technicalities and ensure the integrity of the EPM subsystem;

· Responsible for the accurate update of Spending Authority;

· Prepare timely and accurate reporting to Senior Management on regular basis;

· Ensure continuous improvement of current expenditure/budget reporting and develop new reports;

· Responsible for the preparation of financial data for the Annual Global Report;

· Ensure integrity of General Ledger data with regular monthly key controls;

· Maintenance of Asset Management sub ledger;

· Support both Internal and External Audit preparation with analysis and reports;

· Daily support of activities of other Units in Financial Control Section;

· Any other responsibilities deemed necessary or as delegated by the Senior Finance Officer in order to meet the level of the services required in the Organization.

Qualifications/Requirements
Education:

· University degree in Accounting, Finance, Commerce, Public Administration or a related field;

Experience:

· Minimum 4 years  previous job experience with a  progressively responsible functions in relation to accounting and/or financial management in an international, decentralized and/or multinational environment

Languages:
Excellent knowledge of English (written/oral/comprehension), local language and very good working knowledge of French is highly desirable.

Other requirements:

· Good knowledge in Administrative procedures processes and exposure to provision of support services in an International organization;
· Proven ability to deal with multiply tasks in a courteous and service oriented manner in demanding working conditions that often have short deadlines;
· Ability to develop reports in an ERP, e.g. nVision  and Query in PeopleSoft;
· Excellent computer skills and working knowledge of MS office applications/Excel data management;
· Ability for analytical and creative thinking for rapid solution(s);
· Ability to produce high quality output with desirable results;
· Good communicator with strong interpersonal skills to deal with staff members of different cultural and educational backgrounds;
· Strives to live up to high ethical and professional standards;
· An outgoing personality and a team player with service oriented attitudes.

Desirable Qualifications and Competencies
· Experience in PeopleSoft or other ERP Accounts Payable module;
· Exposure to UNHCR specific training/learning activities.
Eligibility

Internal candidates must be Hungarian nationals. 
General Service staff, regardless of grade or length of service, with a relevant degree and meeting UNHCR standards for recruitment to the National Professional Officer category can apply, provided that requirements regarding professional experience, academic qualifications, language, etc. are fulfilled  
Applications must be supported by documentation of fully effective performance history and demonstrated potential to assume professional responsibilities. 
National Professional officers who have served for a minimum of one year in their present post will be eligible to apply. 

External candidates must be Hungarian nationals.
Submission of Applications

If you wish to be considered for this vacancy, please submit your application and personal history form (P11), by email with “Application for the Associate Finance Officer (10012756) position” in the subject line to: HQBSCAPC@unhcr.org by 12 September 2010.
The Personal History Form (P11) is available at the following link: www.unhcr.org/recruit/P11_UNHCR.doc
Only short-listed candidates will be notified.
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