
JOB ADVERTISING 
 

French Agency for Development (AFD), Addis Ababa regional Office, is hiring a 

qualified Ethiopian to fill the position of: 

Accountant and administrative assistant  

(position available immediately) 
 

ABOUT AFD: 

AFD, the French bilateral donor agency (public development finance institution) has spent 70 years working 

to alleviate poverty and support economic development in more than 90 developing and emerging countries 

and France’s overseas provinces. In 2012 (international calendar), AFD authorized more than EURO 7 billions 

of project funding worldwide.  

AFD established in Ethiopia in 1993 (ic). AFD commitments (grants, guarantees and soft loans to the 

Government or Public Utilities) are mainly focused on urban development (water and sanitation, solid waste 

management, transportation and city planning) and energy sectors, with development perspectives of project 

portfolio. In addition to Ethiopia, the Regional Office of Addis Ababa (staff: 10) is also managing AFD projects 

in Sudan and South Sudan. 

 

KEY RESPONSIBILITIES: 

Finance and administrative assistant in the handling of all matters pertaining to AFD budget preparation and 

follow up, payments to various service providers, human resources and administration.  

 

Under the supervision of the AFD Regional Manager and/or his deputy, and in close partnership with AFD 

Headquarters colleagues (Paris-based), the Accountant:  

- Prepares annual budgets and annual budget reports explaining variances 

- Undertakes a close follow-up of the budget and all AFD accounts on a monthly basis  

- Follows up on the utilities, lease agreements and maintenance of all office equipment and vehicles 

belonging to or used by AFD ; maintains good and cordial relations with the various service providers, 

maintenance workers and landlords 

- Follows up on human resources related files (salary, repayment of facilities to AFD permanent staff) 

- Ensures payments of all invoices which are correctly and timely recorded and validated in AFD systems  

- Prepares and follows up processing of VAT exemption documentation 

- Supervises processing and renewal of all legal documentation concerning new and current expatriate 

staff and their families on arrival and departure 

- Provides logistical support (booking of international flights and temporary accommodations, etc.) 

 

 POSITION REQUIREMENTS (knowledge, skills and abilities): 

- Degree in finance and accounting (Bachelor of Arts) and/or at least three years of relevant experience in 

financial and accounting management in a reputable organization  

- Advanced Microsoft Office skills including Word and Excel 

- Interest and ability to become familiar with new accounting and information systems   

- Excellent English and Amharic written and oral communication skills 

- French written and oral communication skills will be highly appreciated    

- Organizational and interpersonal skills  

- Interest in development financing and adherence to the core values and principles of AFD 

 

TERMS OF EMPLOYMENT  

Open-ended contract of service after a 45 days probation period / Non disclosure agreement 

Attractive salary (commensurate with level of education and working experience), housing indemnity and 

transport lump-sum allowance 

Social benefits package (inpatient and outpatient medical care subscribed by AFD for the employee) 

Short-term training program in Ethiopia and abroad 

 

 

 

 



 

HOW TO APPLY 

 

If your profile matches the above description 

please submit cover letter w/email address, resume and contact information of professional references  

 

- in hard copy to:  

 

French Agency for Development 

Guinea-Conakry Street 

Enat Bank Building, (in front of Yordanos Hotel),10
th

 floor  

Addis Ababa 

 

- in electronic version via:  

 

afdaddisabeba@afd.fr  

 

 

Closing date for submission of applicants: October 4
th

, 2013 at 5:00 pm (international time) 

Only short listed candidates will be contacted. 


