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The International Disability and Development Consortium (IDDC) is a global consortium of 23 organisations supporting disability and development work in more than 100 countries around the world. IDDC and its members aim to promote inclusive development. Inclusive development means respecting the full human rights of every person, acknowledging diversity, eradicating poverty and ensuring that all people are fully included and can actively participate in development processes and activities regardless of age, gender, disability, state of health, ethnic origin or any other characteristic. For more info, visit our website on www.iddcconsortium.net 
	In order to manage our recently granted EC project, IDDC is expanding its small Brussels-based Secretariat and recruiting an:

Administrative and Finance Officer (full-time)
This is an exciting opportunity to join a dynamic organisation and work in a genuinely international team.


1. Job description


Purpose of the job: The Administrative and Finance Officer will take care of administrative and financial issues to ensure the smooth running of the Secretariat and the ‘Making Development Inclusive’ project.
Main tasks and responsibilities:
1. Office/project administration

a. Building up and maintaining the IDDC filing system and databases
b. Dealing with routine correspondence and telephone queries

c. Dealing with office supplies

d. Administering finances 

2. Facilitation of activities, meetings and events
a. Encouraging and facilitating participation of members

b. Participating in meetings and networking when requested
c. Participating to the elaboration of documents and proposals
d. Preparing and minuting of IDDC meetings
e. Arranging logistical support for meetings and events

3. Assistance with the preparation of project narrative and financial reports
a. Collecting, collating and filing project information

b. Providing logistical support to project partners when necessary

c. Liaising with project partners when needed
Besides the responsibilities mentioned above, the Administrative and Finance Officer undertakes tasks as requested by the Project Coordinator.

Reporting structure: The Administrative and Finance Officer reports to the Project Coordinator
Start and duration of employment: from as soon as possible in 2010 until 31 December 2012 

Location: Brussels (Belgium)

2. Person specification

Profile and requirements:

Essential

· Clear and concise verbal and written communication skills
· IT skills: knowledge and experience of MS Office (including Word, Excel, PowerPoint, Outlook and internet) 
· Fluent English and French, other European languages an asset
· Good attention to detail in all aspects of work
· Highly skilled in administration
· Numerate, with basic bookkeeping/accounting skills
· Skills to organize meetings and conferences
· Self-motivation and self-organisation; ability to prioritise
· Ability to work alone and as part of a team
· Excellent interpersonal/networking skills

· Interest in and commitment to disability and development cooperation

· Commitment to IDDC Values and Principles

Desirable

· Accounting qualification as junior/assistant accountant or similar
· Secretarial qualification or similar
· Experience of working in an international non-governmental organisation
· Knowledge of accessibility and inclusion
· Prepared to travel occasionally within Europe 
3. How to apply
Please send your application (letter of motivation and CV) including desired salary to: application@iddcconsortium.net with the reference ‘IDDC Administrative and Finance Officer’ in the subject line.

Closing date for applications: 14 February 2010
	IDDC operates an equal opportunities recruitment process. People with disabilities are strongly encouraged to apply for this position.


Please note, only candidates in possession of a valid work permit will be considered.

Date and place of interviews: 25 February 2010 in Brussels

We regret that we will only be able to send a reply to candidates who have been short-listed for the interviews. We thank you for your understanding.
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