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	Swiss Cooperation Office 
Representation of the Embassy of Switzerland to Moldova





Terms of Reference
Position: Accountant
Part time position – 50%
Duration of the contract: one year, with possible extension 

I. GENERAL INFORMATION ABOUT THE SWISS COOPERATION OFFICE IN MOLDOVA
The Swiss Cooperation Office in Moldova/Representation of the Embassy of the Swiss Confederation to Moldova (SR-M) represents the Swiss Federal Department of Foreign Affairs in the Republic of Moldova. The SR-M assignment consists in coordinating and monitoring cooperation project and program activities financed by Switzerland. 
II. OBJECTIVE OF THE POSITION
[bookmark: _Hlk214953624]The Accountant supports the Chief of Finance Personnel and Administration (CFPA) in accounting booking and record-keeping using international softwares (Vision+ and SAP) and local accounting software (1C). Moreover, he/she will provide support in view of ensuring a proper financial management of the Swiss Cooperation Programme in Moldova, including of its small grants program. 
He/She should be able to learn international accounting softwares (VISION+ and SAP) and fulfil the main functions as defined in the main duties listed below.
III. MAIN DUTIES
The duties listed below are indicative and may be revised or amended by the Director of the SR-M and further tasks may be assigned in line with the Swiss Cooperation Programme in Moldova.
The Accountant works closely with the CFPA and performs the following tasks:
1. Books all contracts and other financial transactions in accounting software under CFPA supervision.
2. Prepares payments for bank transfers.
3. Books cash vouchers. 
4. Prepares salary calculations. 
5. Records, files, and archives accounting transactions. 
6. Maintains office inventory.
7. Verifies budgets and financial reports received from project implementing partners.
8. Drafts memos and notes.
9. Performs other clerical/administrative duties upon request.

IV. REQUIRED QUALIFICATIONS
· University/college degree in accounting, finance, economics or a related field.
· At least 5 years of experience in accounting. Experience in accounting with an international organization is an advantage.
· Good knowledge of 1C-Accounting software and local legislation.
· Ability and readiness to learn (in particular in relation to international accounting softwares such as VISION+, SAP etc.). 
· Strong analytical, communication and interpersonal skills.
· Strong computer skills (Word, Excel, PowerPoint, Outlook, Internet Explorer).
· Excellent knowledge of Romanian, Russian and English (both written and oral); working knowledge of German/French is an advantage.
· Ability to work effectively in a team.

V. RECRUITMENT PROCESS
The interested candidates should submit their applications, including: 
· Cover Letter, 
· Curriculum Vitae, EUROPASS format, 
· Two related recommendation letters and references.
Applications should be marked “Accountant” and submitted by December 9, 2025 (Closure of Business) via email to chisinau@eda.admin.ch.
Interviews will be conducted with short-listed candidates between December 11 and 19, 2025.
The position will be available starting 1st February 2026.
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