Service Civil International, a dynamic, international voluntary organisation, is currently looking for a ‘Finance and Administration Officer’ to strengthen its office team at the International Secretariat in Antwerp, Belgium. 

About SCI:

Service Civil International (SCI) promotes peace and intercultural understanding by organizing international volunteer projects. It consists of more than 40 branches, groups and working groups and works together with several partner organisations all over the world. More info on www.sciint.org. 

About the job: 

The Finance and Administration Officer will be part of the IS-team that consists of two other staff persons and three Long Term Volunteers (LTVs) originating from different countries. The post is for 37.5 hours (100%) structurally per week for the duration of 12 months initially, with a probation period of 3 months.

The Finance and Administration Officer is responsible for:
1. Any task related to the financial management of SCI’s international structures and projects, including budgeting and accounting, producing the audit report, project and financial administration. 

2. The administration of Service Civil International’s Insurance section. 

3. Ensuring that the organisation conforms to current employment and other legislation in Belgium. 

4. General office administration, office material and equipment procurement, etc. 

5. Facilitate office planning, reporting and fine-tuning of procedures. 

6. Support with legal requirements (i.e. visa), housing and other practical arrangements for the long term volunteers at the International Secretariat. 

7. Facilitate in other ways the work done in the office. 

The Finance and Administration Officer will report to the International Coordinator of SCI.
Specific duties are described in the full job description, which can be requested (see below).
Whom are we looking for? 

The ideal candidate has the following profile: 

1.   Supportive of the aims of Service Civil International, in developing volunteering and international voluntary service programmes and activities, for the promotion of mutual understanding, reconciliation and peace.

2.    Pro-active, good organisational and planning skills. Eager to improve his/ her own work and the general office procedures. Able to prioritise among many tasks in the short and longer term. 

3.    Good working knowledge of Dutch and English (organisation’s working language). French would be an asset.

4.    Good communication skills, both verbally and in written form. Ability to interpret and disseminate financial information to lay people. Experience and proficiency in e-communication. 



5.    Knowledge and preferably a minimum of 2 years experience of financial management and office administration, including budgeting, accounting and sourcing of income from a variety of sources, preferably in a similar international or trans-national NGO.



6.    Accountancy and bookkeeping qualifications, skills and experience.



7.   Good working knowledge of Microsoft Office in general, particularly Excel. 

8.   Legal right to work in Belgium.

What does SCI offer you? 

· A full time contract (37,5 hours per week) for one year with a probation period of three months. Depending on work performance and financial resources this could be prolonged and changed into a permanent contract with the same or less hours per week.

· A gross annual salary depending on experience and skills (e.g. about € 24,000 for 2 years experience and about € 27,000 for 6 years experience)

· Lunch checks (6 euros per worked day) in addition

· 21 holidays per year + state holidays

· Overhour compensation

· Flexible working hours

· The opportunity to work in an international and intercultural environment; be in communication with interesting people in many different countries and contribute to a better world!

How to apply?

Please send your motivation letter and c.v. (no more then two pages!) in English and by e-mail to the International Coordinator, Johan Westra, e-mail johan@sciint.org (while mentioning in the heading “Application Finance and Administration Officer”).

Deadline for applications is 31st of May, but earlier reactions would be appreciated. In case of not enough suitable applications this deadline would be extended.

The IS would prefer the candidate to start as soon as possible. 

Further enquiries can also be addressed to johan@sciint.org or by calling the International Secretariat at +32.3.2265727

