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Call for applications – Finance Assistant and Grants Manager 

Project in Support of Sustainable Media Sector Reform for Elections-related Conflict 
Prevention in Kyrgyzstan 

Application deadline: 18 November 2019 at 18:00 GMT+6 
 
The European Partnership for Democracy (EPD) in cooperation with European Association for Local 
Democracy (ALDA) is recruiting a Finance Assistant and Grants Manager for the EU-funded “Project in 
Support of Sustainable Media Sector Reform for Elections-related Conflict Prevention in Kyrgyzstan”. 
This is a full-time position based in Bishkek. The duration of the contract is 18 months, starting on 1 
December 2019 and ending on 31 May 2021. 
 
About the project: 
 

The project aims to strengthen the capacity and responsibility of media actors to operate as drivers of 
democracy and to prevent potential conflicts during the 2020 parliamentary elections in Kyrgyzstan. It 
follows two parallel pathways towards achieving this goal: improving the policy and legal environment 
affecting the media sector, consistent with international freedom of expression standards; and assisting 
media actors in playing a role of democratic watchdogs during the 2020 electoral cycle. The project 
relies on three main components, which will be implemented along the electoral cycle of the 2020 
parliamentary elections: 1) policy and dialogue, 2) media professionalisation and 3) strengthening the 
media’s economic independence.  

The main target groups of the project are: (line) ministries and statutory media regulators; the Central 
Electoral Commission (CEC) and its territorial branches; Members of Parliament, parliamentary 
officials, political parties and electoral candidates; media actors, both public and private (editors, 
journalists, media owners/managers, bloggers, content producers, entrepreneurs); advocacy CSOs, 
democracy activists and human rights defenders; and media education providers. 
 
The project will be implemented by a consortium of five organisations: European Partnership for 
Democracy (project lead), ARTICLE 19, Westminster Foundation for Democracy, Media Policy Institute 
and the European Association for Local Democracy (ALDA). It will be coordinated by the European 
Partnership for Democracy via a Project Team resident in Bishkek. The EPD Secretariat in Brussels 
will support the local team in managing the project, with ARTICLE 19, Westminster Foundation for 
Democracy and ALDA providing state-of-the-art international expertise via a Project Steering 
Committee. 
 
ALDA will set up a sub-granting scheme, which will serve to fund micro projects as well as to contribute 
to larger initiatives by local media actors and stakeholders through a flexible mechanism allowing for 
rapid response to promising developments in the sector. The following entities are eligible to receive 
financial support through the action’s sub-granting mechanism: media organisations (public, private and 
associative of all sizes), media self-regulation bodies, labour unions, NGOs (media advocacy, gender, 
youth, thematic and human rights defenders), and entrepreneurial initiatives in the media and creative 
sectors (e.g. civic tech, bloggers associations, multimedia producers). The sub-grantees will be 
selected by the local project team and validated by the Project Management Committee comprising 
representatives of all the consortium members.  

 
Responsibilities:  
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The Finance Assistant and Grants Manager will contribute to the proper financial management of the 
project in Bishkek in line with EU requirements, as stated in the EU Procedures and practical guide 
(PRAG), under the supervision of the Finance and Administration Manager. He/she will further 
administer the project’s sub-granting scheme. The latter involves supporting project consortium 
member ALDA on adapting their existing sub-granting rules and procedures to the local context and 
implementing the sub-granting scheme at a financial and administrative level. He/she will report to the 
Finance and Administration Manager, while ensuring coordination with ALDA's Eastern Partnership 
Coordinator who will coordinate setting up the sub-granting mechanism, train and coach sub-grantees 
on Project Cycle Management and oversee the sub-granting mechanism at a strategic level.  
 
The Finance Assistant and Grants Manager will be based in the EPD office in Bishkek, together with 
the aforementioned other members of the local project team. 
 
Key responsibilities include: 
 
Human resources: 
 

• Respond to EPD and local project staff on general Human Resources queries, under the 
supervision of the Finance and Administration Manager; 

• Assist the Finance and Administration Manager with the recruitment of consultants. 
 

Finance  
 

• Support the Finance and Administration Manager in monitoring the project budget;  
• Assist the Finance and Administration Manager in preparing financial progress reports on the 

project in line with EU requirements; 
• Under the supervision of the Finance and Administration Manager and ALDA's Eastern 

Partnership Coordinator, the successful candidate will administer the project’s sub-granting 
scheme, including monitoring of sub-granted projects, services and initiatives. This will include 
narrative, video and photo documentation; 

• Assist and coach sub-grantees in managing the sub-grants in line with EU and ALDA 
requirements, including through regular field visits; 

• Support ALDA’s financial manager in preparing financial reports of the project; 
• Serving as a local link between ALDA’s Eastern Partnership Coordinator and grantees in terms 

of communication, project reporting and coordination of activities; 
• Offer necessary local support in organising planned study visits to EU and/or CIS countries. 

 
Office management and administration 
 

• Assist the Finance and Administration Manager in maintaining the smooth and effective 
functioning of the EPD office in Bishkek. 

 
 
Qualifications: 
 

• A bachelor’s degree or equivalent in business administration, financial management, not for 
profit or project management, or a related field required’ and certifications in finance/accounting 
and/or administration desirable; 

• At least three years of financial and/or administrative experience required, preferably in a 
multinational (donor) organisation; 

• A minimum of three years of experience working in an office environment required; 
• Knowledge of EU grant management, in particular financial management and reporting, or 

similar experience working for another international donor organisation required; 
• Strong computer knowledge including advanced ability with Microsoft Excel is required; 
• Very good knowledge of English and Russian and good knowledge of Kyrgyz required; 
• Experience in administering and monitoring sub-granting schemes / small grants required. 

 
N.B. Applicants for this position must possess work authorization in Kyrgyzstan that is valid for a 
minimum of two years as of 1 December 2019. 
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Remuneration: 
 
The remuneration for this position is based on competitive employment remuneration in Kyrgyzstan and 
depends on the applicant’s level of qualification and experience. Please note that this position requires 
that the successful applicant sign an employment contract with ALDA for the duration of the project with 
a probation period of 3 months. Additional details regarding employment proceedings will be provided 
to shortlisted candidate(s) during the interview. 
 
 
Application procedure: 
 
Please send your CV and a cover letter (maximum 2 pages) to sebastianbloching@epd.eu with a copy 
to veronica@aldaintranet.org by Monday, 18 November 2019, 18:00 local time (GMT+6). Shortlisted 
candidates will be invited for an interview in Bishkek, which will take place on 20-22 November. 
 
About EPD: 
 
The European Partnership for Democracy (EPD) is a non-profit organisation supporting democracy 
worldwide. It comprises fourteen European civil and political society organisations from eleven EU 
Member States present in Africa, Asia, Europe, the Middle East and Latin America. Located at the heart 
of the EU district in Brussels, EPD has established itself as a key player on EU democracy support, 
both vis-à-vis the EU Institutions and the member states, as well as the wider democracy support 
community (experts, CSOs, donors). Through innovative and collaborative methodologies based on the 
development of effective partnerships, EPD facilitates the exchange of knowledge and good practices 
around the world while advocating for a stronger presence of democracy support on the European 
Union’s agenda. 
 
More information about EPD is available at www.epd.eu.  
 
 


