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CALL FOR VACANCY 

WESTERN BALKANS FUND 
 
Vacancy issued: 10 January 2022 
Position title: Finance and Administration Manager   
Deadline for application: 15 February 2022 
Open for: CITIZENS FROM NORTH MACEDONIA 
Duty Station: WBF Secretariat, Tirana, Albania. 
 
 

ORGANISATION 
Western Balkans Fund (WBF) is a regional inter-governmental organization established by the Western Balkans 
Contracting Parties (Albania, Bosnia-Herzegovina, Kosovo*, Montenegro, Macedonia and Serbia). The overall 
objective of the WBF is to promote cooperation and strengthening of the relations between contracting parties, the 
promotion of common values between citizens, civil society and institutions of the region, trying to strengthen 
cooperation and people to people contacts. The Fund aims to achieve these goals by supporting common regional 
projects and by bringing people to share mutual experiences, values, traditions and culture of their respective 
contracting parties in these key areas: 
 

 Education and Scientific exchanges 
 Cultural cooperation 
 Sustainable Development  
 Cross-border and youth cooperation 

 
As an all-inclusive structure, the team of the WBF Secretariat, operating in Tirana, Albania, consists of representatives 
from WBF Contracting Parties such as: Albania, Kosovo*, Montenegro and Bosnia and Herzegovina.  
 
Considering that actually North Macedonia is not represented in the WBF Secretariat, this Call for Vacancy is 
dedicated to applicants/candidates from this WBF Contracting Party, 
 
 
 
 
 
 
 

 
*This designation is without prejudice to positions on status, and is in line with UNSCR 1244 and the ICJ Opinion on the Kosovo Declaration of Independence  

 
 
 

JOB DESCRIPTION  
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The Finance and Administration Manager (FAM) is required to be responsible for finance planning and 
management, accounts maintenance, budget control.  FAM is responsible for the preparation of key WBF financial 
plans, reports, and also serve as the principal advisor on all financial management issues for the overall operations 
of WBF as well as WBF grantees. FAM is inquired to ensure an efficient financial and budgetary operations for the 
Fund, and thus, contributing to the implementation of WBF Strategic Plan (2020-2024), especially in regards to 
the upholding the WBF institutional and organizational excellence. All duties performed by Finance and 
Administration Manager must be in line with WBF internal rules and procedures. 

 

MAIN TASKS 
The tasks and responsibilities for the Finance and Administration Manager (FAM) include: 

 Overall financial planning and budgeting of the organization;  
 Overall planning, tracking and monitoring the organisational budget; 
 Development and overseeing the implementation of and compliance with financial and administrative 

rules and tools (including procurement rules); 
 Overall organisational financial reporting of WBF to its CPs and to donors/partners; 
 In close coordination and cooperation with Senior Programme Manager plans activities within the WBF 

programme; 
 Monitor the development of expenditure, ensure that budget overruns do not occur and provide 

information for the requests for possible amendments; 
 Prepare the organization for annual audits and ensure follow-up from audit recommendations; 
 Provide direct supervision on the project unit/s financial and administrative staff (FAO) and the 

accountant (AFO); 
 Oversee and approve financially related documentation to fulfil the recommendation for the 4eye 

principle (payments, procurements etc.); 
 Act as the primary contact for any financial related duties towards Board or Donors/Partners; 
 Support the SPM in budgeting of specific projects/funding proposals; 
 Prepare contracts with staff, experts and service providers; 
 Oversee all the other operations related to the core budget, projects and other donors; 
 Ensure that financial records are correct, complete, accurate, appropriately authorized, representing 

the true facts, in conformity with the objectives of the Fund and Host Country legislation; 
 In coordination with the project unit/s financial and administrative staff (FAO) and the accountant (AFO) 

ensures sufficient availability of funds in the bank accounts by liaising with the appropriate interlocutors; 
 Overall planning the purchase of goods as per WBF procurement plans and rules; 
 Oversee entries in QuickBooks (or other accounting and bookkeeping tools) with managerial/non-editing 

privileges. 
 

SELECTION CRITERIA 
Essential 

 A post-secondary education attested by a diploma OR a secondary education attested by a diploma 
giving access to post-secondary education and appropriate professional experience of three years; 

 Education in the field of economics, management, accounting or finance - BA, MA or PHD; 
 At least five (5) years of experience in accounting, auditing, budgeting, financial planning and analysis 
 or other relevant financial activities; 
 At least five (5) years of experience with the European funds, at least in support to third parties; 
 Familiarity with the EU Financial Regulation; including financial transactions; 
 Ability to work in an IT-environment dedicated to technical/financial information and document 

management with electronic workflows; 
 Outstanding financial management experience, including in relation with EC-funded projects; 
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 Solid accounting and bookkeeping experience and demonstrated knowledge of accounting software 
(QuickBooks); 

 Experience with financial management of grant-making schemes; 
 Excellent written and verbal communication skills; 
 Experienced user of MS Office toolset (Word, Excel and PowerPoint); 
 Excellent knowledge of English (C1/2). 

 

Personal qualities essential for the position (evaluated during the interview): 
 Very good drafting and problem-solving skills; 
 High degree of organisational skills and ability to work under pressure; 
 Good interpersonal and communication skills; 
 Proven ability to work as a team member; 
 Ability to appreciate and follow priorities. 
 Solid organizational skills including attention to details and multitasking skills; 
 Strong ethics, with an ability to manage confidential data/information. 

 
After having been preselected by the Selection Committee, the WBF will invite for an interview the best 
candidates. 

 

UPDATES ON THE APPLICATION PROCESS 
An acknowledgement of receipt will be sent to all candidates by email to confirm the reception of their 
application. All candidates will be informed in due time about the status of their application, i.e. whether they are 
invited for the selection phase described above or not. These notifications will be sent via email only. A candidate 
may request clarifications about the processing of his/her application by sending an email quoting the reference 
of the vacancy notice concerned, to the following address: recruitment@westernbalkansfund.org. 

 

EQUAL OPPORTUNITIES, APPEAL PROCEDURE & DATA PROTECTION 
Equal opportunities the Western Balkans Fund applies a policy of equal opportunities and accept applications 
without discrimination on the ground of sex, race, colour, ethnic or social origin, genetic features, language, 
religion or belief, political or any other opinion, membership of a national minority, property, birth, disability, age 
or sexual orientation. 

 

APPLICATION PROCEDURE 
For applications to be valid, candidates must submit: 

 a detailed curriculum vita (CV) in pdf EU CV format; 
 a letter of motivation (1-page maximum), including his/her views on the proposed position and the 

field(s) selected, and an explanation of how each of the eligibility and selection criteria are met. 
 Scanned copy of your national passport. 
 Qualifications (diploma/certificate) and recommendations considered relevant for the application. 
 At least two written reference letters. 

 
Applications must be sent to the email recruitment@westernbalkansfund.org 

 Closing date: Applications must be sent no later than 15 February 2022 midnight. 
 Supporting documents showing evidence of the provided information may be requested at a later 

stage.  
 No document will be sent back to candidates. 
 Candidates are invited to apply in English to facilitate the selection process. 

 

mailto:recruitment@westernbalkansfund.org
mailto:recruitment@westernbalkansfund.org
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*In no circumstances should candidates approach the WBF themselves, either directly or indirectly concerning this 
recruitment. The authority, habilitated to conclude contracts, reserves itself the right to disqualify any candidate 
who disregards these instructions. 

 

APPOINTMENT AND CONDITIONS OF EMPLOYMENT 
 The jobholder will be appointed on the basis of a shortlist proposed by the WBF selection committee. 
 The jobholder will be recruited as full time Secretariat staff. The basic monthly salary will be disclosed 

at the job interview to the shortlisted candidates. 
 The jobholder will serve a probation period of three months according to the rules and procedures of 

WBF. 
 The initial contract will be for a duration of three months. Based on the performance evaluation, the 

contract may be renewed for 3 additional years. 
 The place of employment will be Tirana where the WBF is seated. 
 For reasons related to the WBF's operational requirements, the candidate will be required to be 

available at short notice. 
 

NOTE* The selected candidate is expected to officially join the WBF Secretariat by the latest March 1st 2022. 


