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UNITED NATIONS HIGH COMMISSIONER FOR REFUGEES
INTERNAL/EXTERNAL VACANCY NOTICE *
Title of Position:


Senior Finance Assistant
Position Number:

10012764
Category & Level:

General Service, G-5
Location:


Financial Control Section (FCS)




Global Service Centre, Budapest

Duration:
One-year renewable appointment
Closing Date:


12 February 2012
Duties & Responsibilities

As part of the Finance and Control Section Team in the UNHCR Global Service Centre the incumbent will carry out the following main duties for a designated geographical area:

· Provide relevant information and advice to any financial queries received from the field offices via phone, e-mail or Global Service Desk.

· Give presentation/on the job training for colleagues in field offices.

· Perform checks, follow-up on the field finance activities in order to ensure that tasks are performed with the requested quality and within the set deadline. 

· Monitor bank/cash and petty cash account balances for consistency and make necessary adjustments.
· Prepare and monitor bank reconciliation.
· Monitor Petty Cash to ensure that closing balances and individual payments do not exceed the authorized ceiling.

· Open item clearing - perform regular (monthly) checks on open items, 

· Monitor correctness of the amounts to be recovered / paid to the former staff member.
· Carry out finance and accounting tasks, by using finance modules of the fully integrated ERP system,

· Follow-up and close inactive bank/cash and petty cash accounts.
· Maintain country files on key financial documents

· Back-up activities based on the needs and discussion with the supervisor.

· Any other tasks as deemed necessary or as delegated by the Chief of Section in order to meet the level of the services required, from the FCS in the GSC Budapest , by the Organization.

Qualification Requirements:

Education:
Completion of secondary education with post-secondary courses/training/diploma in Accounting, or Business or Public Administration, Commerce, Finance or any other related fields.
Experience:
Minimum of 5 years of relevant experience in similar finance functions, preferably within the UN or other international organisation or at a multinational company, (SCC or headquarters).

Languages:
Excellent knowledge of spoken and written English and French. Working knowledge of other UN language is desirable.

Other Requirements:

· Ability for analytical and creative thinking for rapid solutions;
· Excellent communication, interpersonal and organizational skills;
· Outgoing, flexible personality with strong service oriented attitudes; 
· Results orientation and ability produce high quality outputs;
· Ability to work in a team and in a multi-cultural environment without racial, religious, political and gender prejudice;  
· Related IT skills including very good Excel skills and knowledge of integrated systems preferably People Soft or Oracle;
· Knowledge of UNHCR and UN financial rules and regulations is an asset.

Potential candidates will be required to pass a finance/accounting test.
Eligibility
Internal candidates are General Service staff members currently serving at the duty station where the vacancy exists, including those with reduced seniority, who have been appointed through the APPC process. Only staff members who have served for a minimum of one year in their present post will be eligible to apply for vacancies. Interested staff members should consult the revised APPC Procedural Regulations, regulations 16-22 on eligibility to apply for a General Service Vacancy, before submitting an application.  If you have questions regarding eligibility, please contact Gabor Szucs (szucs@unhcr.org).

External candidates must be legally present in Hungary at the time of application, recruitment and hire.

Submission of applications

If you wish to be considered for this vacancy, please submit your application letter and personal history form (P11) by e-mail with “Application for the Senior Finance Assistant (10012764)” in the subject line to: HQBSCAPC@unhcr.org by 12 February 2012.
The Personal History Form (P11) is available at the following link: http://www.unhcr.org/recruit/P11_UNHCR.doc

Only short-listed candidates will be notified.  No late applications will be accepted.
* NB: The names of external applicants will only be sent to the manager if there are no internal applicants.

