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Médecins Sans Frontieres (MSF) is an international, independent, medical humanitarian
organization created in 1971 that delivers emergency aid to people affected by armed conflict,
epidemics, healthcare exclusion and natural disasters.

Ensure completeness, correctness, timeliness and integrity of the financial administration on
mission level 1- Ensure completeness and correctness of budgeting and financial reporting for
the mission, including donors and local authorities 2- Ensure compliance with MSF financial,
administrative and Human Resources policies and procedures in order to achieve mission
goals effectively and keep strict control on the resources allocation.

Main responsibilities:

¢ |s an active member of the Mission Coordination Team (MCT), contributing to the
mission’s objectives definitions and missions strategic plans.

¢ As a member of the coordination team and in close collaboration with them and the Field
Managers, define and implement the organizational structure set up of the mission and its
projects, designing charts and jobs, as well as the different levels of responsibility and
delegation, in order to efficiently ensure mission strategy deployment and to provide a
value driven organization.

¢ Together with the Mission Coordination Team and the Field Managers, plan HR
operational and budget needs in order to efficiently ensure the required sizing and
capabilities of the mission.

e Support the Mission Coordination Team and Field Managers in the recruitment
processes, ensuring a coherent management of administrative and legal procedures
(recruitment, end of contract, payment of national and local taxes, proper upkeep of
personnel files, management of overtime, etc.), all across the mission in order to meet
resources needs in a convenient manner.

e Support the Mission Coordination Team and Field Managers in detecting training needs
according to operational requirements, in evaluating people’s performance and in
implementing the associated action plans in order to improve people capabilities and their
end results contribution to mission goals.



Define and coordinate the local implementation in the field, in accordance to MSF
practices and local regulations checking the monthly calculations of salaries and taxes, a
fair rewarding policy in order to ensure internal equity, and adequate competitiveness and
legal compliance.

Coordinate the implementation, according to MSF policies, of career development
programs to high potential collaborators in order to increase long term commitment and
contribution.

Define and coordinate the internal communication policy, in collaboration with all field
coordination teams, organising personnel meetings and broadcasting MSF values and
vision, in order to boost people commitment, active participation and adherence to
corporate values.

Coordinate the implementation of all administrative local protocols and procedures,
organising regular information meetings with all the personnel and systematically
participating in briefings of all the coordinators and managers concerned (national and
international), supervising the administrative processes for expatriates and managing
conflicts when appear, in order to ensure labour legal compliance and to improve
employer branding awareness.

Coordinate, in close coordination with the medical services, the implementation of
safety/security/medical protocols in order to ensure healthy and risk-free working
conditions for both the capital and field staff.

Provide support and guidance to line management in handling staff (international or
national staff) conflicts

Coordinates the implementation of Homere including the preparation of the payroll (in line
with local legislation regarding social security/tax payments).

Is responsible to produce and coordinate the mission’s annual budget, in the most
accurate and realistic manner, together with budget holders and in coherence with the
annual operational plan, to update this budget throughout the budget cycle, to ensure
means are relevant and proportionate, anticipate changes and challenges and plan
accordingly.

Is responsible for monitoring expenses vs budget on a regular basis, to analyze
variances, to decide corrective actions if necessary.

Produces regular and adequate indicators to monitor financial health of the mission, to



produce and share relevant cost analysis

Is responsible to ensure proper implementation and respect of MSF policies and
guidelines, design or adapt relevant local policies, procedures and tools for optimized
management of the mission financial resources

Be responsible for the definition of the financial strategy for the mission together with the
Head of Mission and in collaboration with the technical referent at HQ.

Is responsible to train & coach all finance staff in the mission in all aspects related to
accounting finance and budget, as well as sensitize key executive staff such as
coordinators, budget holders & and relevant managers on financial risks and the extent of
their financial responsibilities.

Is responsible to assess and mitigate the financial risks on the mission, ensure that
reliable internal control systems are in place, and financial ethics is respected within the
mission

Is responsible to check that the administrative procedures related to taxes and payment
of social security obligations are followed, and comply with established legal procedures
in the country:

Is responsible, coordinate and ensure the operation of the treasury for the smooth
running of operations at all times and maintain as much control as possible about the
security risks, in particular: Coordinate and prepare proposals for donors.

Monitor the payment of suppliers and staff salaries.

Is responsible to coordinate and supervise local audits relating to accounting, tax, labour
matters as well as promote internal audits, in order to determine the legality and veracity
of the accounts of MSF's mission.

Is responsible to coordinate and oversee the monthly closing of accounts with the aim
that the statement reflects the financial reality of the mission.

Is responsible to implement a relevant organizational set-up of the mission, to ensure that
all financial obligations are met, while risks mitigated

Is responsible of the proper application of HR policies and associated processes
(recruitment, training, briefing/debriefing, evaluation, potential, detection, staff's
development and internal communication) in order to ensure both the sizing and the
amount of knowledge required for the activities he/she is accountable for.



¢ Is responsible for supervising Services Contracts in the Mission (maintenance, rental of
premises, etc). draft & check contracts and agreements in line with the existing legal
framework, decide on relevant insurance to subscribe, seek legal advice when needed.

e Ensures all Mission’s staff is briefed on the proper use of MSF resources and ethic-
related expenditures.

¢ Is responsible for the collection of information on resources and for translating them into
a budget.

Qualifications needed

Experience and Education

¢ University degree required, preferably in Economics/Finances/HR management

e Essential: Minimum of 2 years of professional experience in similar position and at least
one year of MSF experience in similar position.

e Asset: previous experience in other medical NGOs.

e Desired: working experience in emergency interventions and assessments.

Competencies

Demonstrated ability to identify priorities and to put in place relevant action plans in direct
accordance with the operational/medical strategy.

Strong leadership and organizational skills.

Negotiation, communication, and reporting skills.

Flexibility and ability to work under pressure.

Ability to train, mobilize, and manage both international and national staff.

Quality and Results-based orientation.

Analytical and planning skills.



- Strategic Vision
- Service Orientation, teamwork and Cooperation.

Computer knowledge

¢ Very good knowledge of Windows pack Word, PPT; Excel being mandatory.

Languages

¢ French B2 & English B2 minimum required

e Knowledge in other MSF working languages such as Spanish or Arabic is an asset.

Terms of Employment

¢ Field-based position with visits to HQ in Paris.

Fixed term and full-time contract (12 months, 100%) with possible extension.

Gross monthly salary. MSF Field salary grid Niv 13

Specific Emergency package including completion bonus and extra paid leaves.

Social Benefits: Health insurance and living costs in the countries of intervention and in
HQ, paid according to internal regulations.

Ideal starting date: 1st of June 2024

At MSF, we value diversity and strive for an inclusive and accessible working environment. We
encourage all suitably qualified people to apply, regardless of their ethnic, national or cultural
origin, age, gender, sexual orientation, beliefs, disability or any other aspect of their identity.

Type de contrat
Fixed-term contract

Date limite de dépdt de candidatures
13 avril 2025

MSF tient a la protection des données personnelles de ses membres, de ses salariés et des
personnes souhaitant rejoindre I'association. Les données collectées lors de cette candidature
seront strictement transmises, pour un traitement équitable et de qualité, aux personnes
intervenant dans le processus de recrutement, quel que soit I'endroit ou se trouve la structure
MSF a laquelle elles appartiennent. Pour plus d’informations sur la fagon dont sont traités vos



données et vos droits, veuillez consulter notre politiqgue de confidentialité.



https://www.msf.fr/politique-de-confidentialite-de-medecins-sans-frontieres

