
 

 

JOB POSITION 

ADMIN / FIN ASSISTANT MDM-GREECE  

OBJECT 

The object of this position is the overview of the operation, the financial and supply management of specific 

missions of MdM Greece in some of the refugee camps where it operates.   

LOCATION 

Athens, Greece 

ORGANIZATION CHART 

The Admin/Fin Assistant will be integrated in the MdM-Greece headquarters team, supporting and 

hierarchically and functionally under the Project Coordinators of MdM-Spain and MdM-Greece, and will 

coordinate with the Finance & Logistics Managers, also based in Athens capital. The Admin/Fin Assistant will 

also be in contact with the field coordinators.  

FUNCTIONS 

 

Support to the Projects Coordinators:  

- In the implementation of the weekly and monthly planning of the activities of the projects 

- In the implementation of the weekly and monthly planning of the expenses of the projects 

- Gathering information on fiscal legislation (taxes, customs duties, VAT, taxes on hiring contracts, annual 

declarations etc.) 

- Guarantees that finance and administration procedures are followed 

- Translation of official documents in Greek-English-Spanish 

 

Administration / Finance (in coordination with the Finance & Logistics Managers of MdM-

Greece): 

- Planning and follow-up of financial issues 
- Organization and coordination of the funds flows  

- Control of the justification of expenses 

- Checking the justification documents and their conformity (order forms, invoices, inventories, etc.) 

- Checking purchasing procedures are followed (order forms systematically signed by authorized persons) 

- Organizing the system for paying suppliers (following up housing rents etc.), do the payments by check, 

order bank transfers 

- Update of the budget  

- Support for the budget reformulation of the project 

- Carrying out the monthly accounts and balance  

- Support during the drafting of the mid-term and final financial  

- Preparing financial audit, according to the donor’s requirements 

 

Staff Management: 

- Arrangement of the international and local travels of the expatriate and local staff 

- Arrangement of the local accommodation of the expatriate and local staff 

- Control of the holidays / extra hours, etc. 

 

REQUIRED QUALIFICATIONS 

Academic: University degree or diploma (Finance, Economics)  

 



 
FOREIGN LANGUAGES – COMPUTER SKILLS 

Languages: Fluent in Greek and English.  

Knowledge of Spanish language will be considered a plus.  

Office pack user level 

EXPERIENCE  

Experience of almost 2 years in positions with similar responsibilities in Greece 

COMPETENCE PROFILE 

- High organizational capacity and for adaptation to volatile situations 

- Team work and networking capacity 

- Thoroughness and self-sufficiency at work 

AVAILABILITY 

As soon as possible 

 

Applicants should send their CV in English until Monday 13 June 2016, 17.00 pm to: 

laure.salies@medicosdelmundo.org and maritina.papamitrou@mdmgreece.gr 

Please include the REFERENCE: Admin-Fin Assistant MdM-G / MdM-S 

 

Please note: 

Those with a valid profile will not rejected for being disabled or part of a social excluded or marginal 

collective 
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