Finance and Administration Officer – EDF
Position Description for Internal recruitment, July 2025
Overview
The European Disability Forum (EDF) is seeking an enthusiastic and detail-oriented Finance and Administration Officer.
The successful candidate will be responsible for managing a range of core financial tasks that are vital to our organisation’s operations. This role is ideal for proactive individuals with a finance background who thrive in collaborative environments and are committed to upholding high standards of accuracy and compliance within a mission-driven organisation.
Key Responsibilities
· Invoice Management: Receive, process, and check invoices for accuracy and completeness. Allocation, checking and improving analytical accounting codes. Ensure timely preparation for payments in accordance with EDF’s finance manual and procurement policies.
· Payment Preparation: Organise and prepare payment requests, maintain accurate records, and liaise with the finance team to ensure prompt settlements.
· Support for financial management of Governing Body Meetings: Attend EDF’s governing body meetings to provide on-site support for financial management, including handling hotel invoices and processing expense claims for delegates. Liaise with our events coordinator to ensure cost effectiveness of our events. 
· Expense Claims Administration: Verify and process expense claims submitted by staff and delegates, ensuring all claims are compliant with relevant policies and properly documented.
· Daily Office Accounting: Perform day-to-day accounting duties such as data entry, bank reconciliations, petty cash management, and maintaining the general ledger.
·  Monitoring and following on division (splitting) of invoices between projects.
· Financial Record-Keeping: Maintain orderly and up-to-date financial records, both digital and physical, ensuring information is easily accessible for audits and reporting.
· Financial Reporting: The monthly, quarterly and annual reports are created by the accountant, and the Finance Officer supports with documentation. 
· Team Collaboration: Collaborate with colleagues across EDF to ensure that they understand their role in financial reporting, providing explanations and support to staff as needed. 
· Financial Software: Utilise financial and accounting software proficiently for data entry, reporting, and analysis. . Recommend improvements and support the integration of new digital tools as appropriate. Liaise with service providers and external experts to ensure EDF uses the most efficient tools. 
· Governance: Assist the EDF Executive Director in the preparation of financial reports for Governing body meetings, in liaison with the external accountant.
· Audit preparation: Assist the EDF Director and management team in the preparation of the annual external audit. 
· Continuous improvement: Assist EDF in the continuous improvement of our financial management- working together with colleagues to identify areas to improve (better software, better templates and procedures, staff training).
· Continuity: Contribute to documentation and knowledge-sharing to ensure continuity in key financial processes during staff transitions or audits. 
· Qualifications and Skills
· Bachelor's degree in finance, accounting, business administration, or a related field, or related relevant experience. 
· Strong attention to detail and a high level of accuracy in all financial tasks.
· Proven proficiency in common financial software and accounting platforms, or willingness and aptitude to follow training and develop these skills.
· Excellent organisational skills, with the ability to prioritise and manage multiple tasks simultaneously.
· Strong communication and interpersonal skills, with the ability to liaise effectively with colleagues, delegates, and external partners from diverse backgrounds.
· Demonstrated ability to work effectively both independently and as part of a collaborative team.
· Problem-solving skills and the capacity to adapt in a fast-paced, evolving environment.
· Commitment to upholding confidentiality, integrity, and ethical standards in all financial dealings.
· Previous experience in a similar finance or administration role, preferably in a non-profit or international organisation, is an asset.
· Fluency in English is required; knowledge of other European languages is an advantage. French is also very useful in this role, and if the candidate is not proficient in French, training will be provided. 
Professional Development Opportunities
EDF is committed to supporting the ongoing professional growth of its team members. As a Finance and Administration Officer, you will have access to a variety of development opportunities, including:
· Participation in internal and external training sessions on finance, administration, project management, and the use of financial software.
· Opportunities to attend workshops and conferences relevant to disability rights, financial management, and non-profit governance at national and international levels.
· Mentorship and coaching from experienced finance professionals. 
· The chance to lead or contribute to new projects, process improvements, or digital transformation initiatives within EDF.
· Support for pursuing professional certifications or further education in finance, accounting, or administration.
Teamwork and Working Environment
Collaboration and teamwork are at the heart of EDF’s culture. As a member of our team, you will work alongside colleagues dedicated to advancing the rights of persons with disabilities across Europe. You’ll contribute to a positive and inclusive work environment where each voice is valued, and where mutual support is encouraged.
The role offers substantial opportunities for cross-departmental work and regular interaction with project managers, event coordinators, and the governing body. You will be part of a team that values innovation, transparency, and integrity, and that celebrates both individual and collective achievements.
EDF’s workplace is dynamic and international, offering exposure to a broad network of stakeholders, policy-makers, and partner organisations from across Europe. This diversity enriches your day-to-day work and provides valuable perspectives that foster both professional and personal growth.
Work Location and Flexibility
This position is based at EDF’s office in Brussels, Belgium. Hybrid working is supported,according to EDF internal policies. Presence in the office will be required, especially during key meetings or events, and for collaborative work with the team. Candidates should therefore be based in Belgium. 
Salary and Benefits
 The gross monthly salary for this position is based on our internal payscale, depending on experience and qualifications, based on a full-time Belgian contract (38 hours/week). EDF offers additional benefits including meal vouchers, transport allowance, health insurance, and contributions to home office expenses (internet, phone and home allowance) for remote work.
How to Apply
If you are motivated to contribute to a values-driven organisation and meet the requirements outlined above, we would love to hear from you. Please submit your CV and a cover letter detailing your relevant experience and explaining your interest in the Finance and Administration Officer role at EDF. Your submission should be sent to: catherine.naughton@edf-feph.org by July 30th. 
EDF is an equal opportunity employer and welcomes applications from all qualified candidates, regardless of disability, gender identity, age, ethnicity, religion, or sexual orientation.

