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	EUROPEAN UNION
DELEGATION TO THE REPUBLIC OF MOLDOVA

	
	


JOB DESCRIPTION FOR THE TEMPORARY JOB PROFILE / JOB FUNCTION:
Budget Officer
 Employer

	EU Delegation
	REPUBLIC OF MOLDOVA

	Location
	10, Mitropolit Petru Movila street, MD-2004, Chisinau, Republic of Moldova


Job description

	Group
	LA Group I

	e-Del-HRM and Sysper2 references
	N/A

	Section in the organisation chart
	Finance, Contracts and Audit Section

	Next hierarchical superior (who to report to)
	Reporting to the Head of Finance, Contracts and Audit Section

	Working hours
	Full time - 37.5 hours/week    

	Working environment/conditions 
	Multicultural environment 

	Job objective
	To ensure, under the supervision of the Head and the Deputy Head of Head of Finance, Contracts and Audit section, that contractual (creation and management of legal commitments, procurements and grants) and financial (budgetary commitments, de-commitments, payments, recoveries) management of projects and programs of development aid and of financial and technical cooperation with third countries is carried out in line with the overall instructions given by the Headquarters, with strict application of the European Commission Financial Regulations, contributing to the sound financial management of the EU-funded projects and programmes. The specific post and related duties of the employee shall be decided and may be adapted by the employer according to the needs of the European Union.


	Main Tasks 
	Functions and duties

BUDGET, FINANCE, CONTRACTS and ACCOUNTING

• Give a financial visa in accordance with internal rules, where required; follow up of financial circuits, including in ARES;

• Advise on sound financial management in line with the procedural guidance (Companion, PRAG, MAP etc.);
• Liaise with other services (Operations section, DG NEAR);

• Ensure proper archiving and filing of documents related to the EU assistance programmes; Register and send outgoing correspondence;

• Ensure proper use of IT tools for budgetary and accountancy management with relation to the coherency and quality of the data (CRIS/OPSYS/ABAC/PROSPECT etc.)
PROCUREMENT and  CONTRACT MANAGEMENT

• Organise and supervise calls tenders and proposals procedures; participate in the evaluation committees including acting as Secretary, when required. 

• Verify tender/call for proposals procedures, including involvement and assistance in drafting the ToRs/guidelines in order to ensure their preparation in line with the applicable regulations; ensure functioning of evaluations committees; drafting the evaluation report 

• Assist in drafting and verify drafted contracts; prepare decision on drafted contracts 

• Prepare replies to requests for information from the hierarchy and other services within the Commission and draft replies to complaints from tenderers or applicants 

• Ensure proper implementation of contracts, including analysis and assessment of project results, notably through financial reports, and process payment requests 

• Prepare and maintain follow-up tables as tools for decision-making.

EXTERNAL RELATIONS
• Liaise with the beneficiary country on aspects concerning cooperation programmes/projects, including closures of contracts and engagements 

• Liaise with various partners (civil society, NGOs, IOs, etc.) on aspects concerning programmes and contracts 

• Maintain good and effective contacts with representatives of the diplomatic missions of the Member States and with representatives of the principal international donors

EXTERNAL COMMUNICATION (general)
• Active participation in and organisation of information sessions in the framework of calls for proposals/tenders, as well as active participation and organisation of information sessions for grant beneficiaries 

• To extract and disseminate best practice



	Knowledge
	Budget, Finance & Contracts 

· Budgetary rules and procedures

· Financial circuits

· Contract/Project management

· Rules and procedures relating to the preparation of contracts

· Rules and procedures concerning calls for proposal, calls for tenders, contracts 
· Financial Regulation and related procedures

Policies

· EU- related development assistance policies 
· EU priorities, values and basic rules related to the organisation and functioning of the EU

· Project management 


	Personal skills/
	· Excellent communication skills

· Excellent time-management skills

· Strong sense of loyalty and commitment

· Ability to deliver output of highest standard under pressure and within tight deadlines

· Consistent attention to detail
· Ability to conceptualise problems, identify and implement solutions

· Capacity to analyse and structure information

· Ability to communicate in meetings

· Capacity to present issues to an audience

· Drafting skills

· Negotiation skills

· Capacity to act upon problems

· Ability to work in a proactive and autonomous way

· Flexibility (openness towards new demands, etc.)

· Capacity to deliver in a structured way

· Planning capacity

· Ability to work in a team

· Diplomatic skills

· Confidentiality



	Specific physical requirements
	N/A 


Job specifications

	
	Compulsory requirement 
	Asset 

	Qualifications
	University level degree of a legal duration of at least 4 years in the domains: economics, accounting, finance, and audit 


	Law, international relations 



	Professional experience
	Minimum 3 years in the domains: procurement, contract management, accounting, finance, audit or law. 


	Experience in an international environment is an asset.



	Knowledge of languages
	English:

Listening: C1

Reading: C1

Spoken interaction: C1

Spoken production: C1

Writing: C1

Romanian:

Listening: C1

Reading: C1

Spoken interaction: C1

Spoken production: C1

Writing: C1


	Knowledge of French or other EU languages would be considered an asset 



	Knowledge of IT tools 
	Excellent PC skills, particularly with Microsoft Word and Microsoft Excel
	Knowledge of accounting systems would be considered an asset
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