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IOM International Organization for Migration

TMO Tarptautinė migracijos organizacija
OPEN TO INTERNAL AND EXTERNAL CANDIDATES
Reference Code: 

VN LT10/2012/02
Position Title

:
Accounting Assistant 
Duty Station

:
Vilnius, Lithuania

Classification 
:
Employee, Grade 4 of the current UN Salary Scale
Type of Appointment
:
Special Short Term, four months, with the possibility of
extension. Part-time
Start Date

:
As soon as possible

Closing Date

:
February 13, 2012


General Functions: Under the overall guidance of the Head of IOM Vilnius office and direct supervision of the Resource Management Officer, the successful candidate will be responsible for the following functions: 
1. Maintain accounting records for the four projects funded by European Return Fund (RF). 

2. Together with project implementers, take care of financial monitoring of the expenses under RF projects and prepare drafting of financial reports to the donor.
3. Maintain the various project files and ensure all necessary documents are filed.
4. Encode daily financial transactions in the IOM accounting system PRISM Financials within the assigned user roles.
5. Prepare the claims for the VAT reimbursements on quarterly basis.
6. Assist in other accounting and resource management duties what might be assigned by the supervisor.   
7. Attend official meetings, appointments and travel.

8. Perform other duties assigned by the Head of Office.

Desirable Qualifications:

· University Degree from an accredited academic institution, preferably in Law, International Relations (or related area) or Economics (applications from final year students will also be considered).
· Working experience in financial management, accounting and budgeting. Similar experience in an International non-profit organisation will be an added advantage.
· Knowledge and experience with computerized accounting systems. Computer literate with specific proficiency in Excel. Experience of SAP or similar accounting applications is strong requirement. Knowledge of IOM financial management and accounting system, software and procedures (PRISM) is distinct advantage.     

· Ability to prepare clear and concise reports. Good analytical skills for financial data, strong sense of details and accuracy.

· Reliable, able to work under pressure, good organizational skills and drive for results.

Languages

Thorough knowledge of Lithuanian and English is required. Any other language is an asset.
Method of Application: 


Interested candidates are invited to send their CV and motivation letter to iomvilnius@iom.lt  before 13 February 2012, referring to the number of VN. 
Only shortlisted candidates will be contacted. 
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