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  Special Vacancy Notice 2022-15 
 

Open to Internal and External Candidates 
 
                    Position Title : Administrative and Finance Specialist 

(Accounting) 
 

                          Duty Station :  IOM Budapest 
                        Classification :  General Service Staff, G5 equivalent 
            Type of Appointment :  SST contract, Six-months, with a possibility of extension 

        Estimated Start Date :  As soon as possible 

   
                    Closing Date   :  Open-ended 

 
 
Established in 1951, IOM is the leading inter-governmental organization in the field of 
migration and works closely with governmental, intergovernmental and non-governmental 
partners. IOM is dedicated to promoting humane and orderly migration for the benefit of all. It 
does so by providing services and advice to governments and migrants. 
 
 
 
 
 
 

Context:  
 
Under the direct and the overall supervision of the Head of Office and in close 
coordination with the Finance, Admin and HR Coordinator, the Administrative and 
Finance Assistant will be responsible for providing general financial accounting, 
reporting and administrative support. 

 
Core Functions / Responsibilities:  
 

1. Encode the daily financial transactions, processing account payables in the 
accounting system PRISM; verify invoices and ensure they are complete and 
correct from financial and accounting point of view. 

2. Ensure the daily financial transactions are registered accurately; ensure that 
full supporting documentation is available to document each accounting 
transaction. Ensure all internal approvals are properly obtained as per the 
practices of the office prior processing account payables in PRISM. 

3. Maintain financial records and monitor systems to record and reconcile local 
expenditures, balances, payments and other data for day-to-day transactions. 

IOM is committed to a diverse and inclusive environment. Internal and external 
candidates are eligible to apply to this vacancy. For the purpose of the vacancy, 
internal candidates are considered as first-tier candidates. 
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4. Verify that Travel Expense Claims (TEC) are complete, correct and adjusted 
correctly, if necessary. Ensure final approval is obtained before processing 
TECs in PRISM and prepare the related accounting documents before 
payment. 

5. Provide technical assistance and help to staff and consultants on projectization, 
travel (TDY), procurement and relevant accounting process while maintaining 
Vendor accounts and reconcile them during the month-end process. 

6. Assist with the timely preparation of the monthly accounts. Follow up on 
accounts clearing and maintenance, ensuring accurate preparation of accounts 
as per PRISM and Accounting instructions. 

7. Ensure monthly clearing of suspense accounts and follow-up with relevant 
parties regarding the deposit/guaranty accounts. 

8. Follow-up open purchase orders (PO) status and inform the Finance, Admin 
and HR Coordinator and Heads of Units on a monthly basis. 

9. Ensure that proper and systematic filing/scanning of all validated vouchers and 
other accounting documents according to standards established by the office. 

10. Act as back up for the Administrative and Finance Assistant-Treasury by 
processing settlements in local electronic payment system (Isabel) in the 
absence of the Treasurer. 

11. Process Goods Receipt in the system upon confirmation/verification by RO 
staff/Procurement Assistant of the good receipt of goods/services; act as back 
up for the Procurement and Logistic Assistant. 

12. Assist in monitoring budget versus actual financial data in relation to the 
implementation of the Office’s operational activities, as assigned. Assist in the 
preparation of financial reports, collection and preparation of audit 
documentation for the Mission’s projects as and when required; 

13. Provide general support to the Resources Management Team in the absence 
of other colleagues in the Finance Unit. 

14. Perform any other related duties as may be required..  

 
 

Required Qualifications and Experience 
 
Education 

 

 

 Bachelor’s degree in accounting, Finance, Business Administration, with 
minimum three years of relevant professional experience from an accredited 
academic institution, preferably in similar roles is a distinct advantage;   

 
Experience  
 

 Minimum two years of experience in accounting and treasury 

 Familiarity with International Accounting Standards (IAS) 
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 Ability to review a variety of data, identify and adjust discrepancies 
 

 
 
Skills 

 

 High level of computer literacy, in particular in Excel and computerized 
accounting systems  

 Knowledge of SAP is a distinct advantage  

 Ability to review a variety of data, identify and adjust discrepancies 

 Working knowledge of English and Hungarian is required. 

 Any other language would be considered as advantageous. 
 
 

Required Competencies 
 

Values 
 

 Inclusion and respect for diversity: respects and promotes individual and 
cultural differences; encourages diversity and inclusion wherever possible. 

 Integrity and transparency: maintains high ethical standards and acts in a 
manner consistent with organizational principles/rules and standards of 
conduct. 

 Professionalism: demonstrates ability to work in a composed, competent and 
committed manner and exercises careful judgment in meeting day-to-day 
challenges. 
 

Core Competencies – behavioural indicators  
 

 Teamwork: develops and promotes effective collaboration within and across 
units to achieve shared goals and optimize results. 

 Delivering results: produces and delivers quality results in a service-oriented 
and timely manner; is action oriented and committed to achieving agreed 
outcomes. 

 Managing and sharing knowledge: continuously seeks to learn, share 
knowledge and innovate. 

 Accountability: takes ownership for achieving the Organization’s priorities and 
assumes responsibility for own action and delegated work. 
Communication: encourages and contributes to clear and open 
communication; explains complex matters in an informative, inspiring and 
motivational way 

 

Other 
 
Any offer made to the candidate in relation to this vacancy notice is subject to funding 
confirmation.  
 



Page 4 / 4 
 

The appointment will be subject to certification that the candidate is medically fit and 
verification of residency, visa and authorizations by the concerned Government, where 
applicable. As part of the mandatory medical entry on duty clearance, candidates will be 
requested to provide evidence of vaccination against COVID-19.  
 
This post is subject to local recruitment. Only applicants holding a valid residence and work  
permit in Hungary will be eligible for consideration.  

How to apply: 
 
Interested candidates are invited to submit their applications – CV and Cover Letter in English 

to iombudapesthr@iom.int quoting vacancy notice number 2022-15.  

 

Closing date: Open- ended. 

 

Only shortlisted candidates will be contacted. 

  
Posting period: 
 
From 11.04.2022 to open-ended 
 
 

“IOM offers a competitive salary with an excellent health insurance plan, 
participation in the United Nations Pension Fund, eligible child allowances and 
2.5 days paid vacation for every full month of service” 
 
 
 

 

mailto:iombudapesthr@iom.int

