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The International Committee of the Red Cross (ICRC) is an impartial, neutral and
independent organization. In response to the unrest affecting Syria since March
2011, the ICRC strives with the Syrian Arab Red Crescent (SARC) to meet basic
needs of the civilian population, especially first aid and food assistance. Present
in Syria since 1967, the ICRC also works in the occupied Golan. Other activities
include restoring family links between Syrians and relatives detained abroad and
providing drinking water to drought-stricken villages.
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ICRC Syria is seeking to recruit:

Cooperation Assistant

Based in Damascus

« Reviews, translates and prepares the approval of daily/monthly/quarterly salaries and expenditure
reports for the Syrian Arab Crescent and Palestinian Red Crescent Society (SARC & PRCS)

programmes supported by ICRC.

« Cross check SARC expenditures imputed into the ICRC finance system to ensure accuracy of booking.

« Responsible for preparing and provides the Cooperation Coordinator and team with the relevant
information for the analysis of monthly/quarterly financial reports.
« Oversee all financial issues with SARC in line with the ICRC-SARC Financial Management

procedures.

« Ensure that the Balance Confirmation Sheets from SARC & PRCS is provided on time.

« Develop and maintains a finance filing system within the Cooperation Department.

« Actively involved in the annual budgeting process for SARC Core activities.

« Responsible for developing an insurance policy for the SARC personnel within the framework of the

ICRC/SARC operational partnership.

« Responsible for organizing a tracking table of expenses and the implementation rate of the Cooperation
department budget in cooperation with the ICRC finance department.

Minimum lifi

« University degree in finance or professional diploma.
« 3 -5 years work experience in a similar field.

« Very good knowledge of written and spoken English.
« Very good computer skills.

» Good communication skills.

« Good analytical skills.

Working base: Damascus
Working language: English
Deadline for applying: 16/7/2015

Interested candidates are requested to send their complete files in English (CV, motivation letter and

references) to:

International Committee of the Red Cross (ICRC) Abu Romaneh, Masr Street, Rawda

Square, Damascus or P.O.Box: 3579 Damascus

Candidates can email their files to : dam_hr_services@icrc.org, email subject:

«Cooperation Assistant _Damascus»

Only short-listed candidates will be contacted.

Incomplete files or applications in a language other than English will be rejected.
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