IREX (International Research & Exchanges Board)

www.irex.ru
TITLE: Financial Manager (temp – 5 months) 
DIVISION: Media Development Division
LOCATION: Moscow, Russian Federation
REPORTS TO: Chief of Party 
ABOUT IREX
IREX (the International Research & Exchanges Board) is an international nonprofit organization specializing in education, independent media, Internet development, and civil society programs. Through training, partnerships, education, research and grant programs IREX develops the capacity of individuals and institutions to contribute to their societies.

SUMMARY OF POSITION
IREX seeks to fill a temporary position of Financial Manager to support the administration of an educational exchange program for media organizations in Russia. Financial Manager will administer the day-to-day budgeting and operations of the program. This position is intended for a local hire and is available immediately.
JOB DESCRIPTION
Responsibilities include, but are not limited to:

· Manage financial and accounting records for the program; 

· Track program expenditures; 

· Ensure financial compliance with IREX and USAID policies and procedures; 

· Identify and remain compliant with Russia’s financial laws and regulations; 

· Respond to and follow up to ad hoc requests for financial information;
· Work with program participants on program related issues;

· Keep program records and files;

· Support senior staff in overall program administration.
QUALIFICATIONS
Successful candidates must be very well organized, able to work independently, skilled at handling multiple tasks, and able to adhere to deadlines.

Other qualifications:

· University degree in finance, economics or related field;
· Previous work experience with international organizations and/or USAID programs;
· Strong intercultural and communications skills;
· Able to multi-task and maintain a calm, friendly demeanor under stressful situations;
· Fluent English;
· Strong computer skills. 

TO APPLY
Send cover letter and resume in English to jobsimpp@irex.ru with a note Financial Manager in the subject line. No phone calls please. 

