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Call for applications – Finance and Administration 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) is recruiting a Finance and Administration Manger 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. 
 
Responsibilities:  
 
The Finance and Administration Manger will be tasked with the financial management of the project in 
Bishkek. This includes ensuring proper financial management of the project and financial reporting to 
EPD, in line with EU requirements, as stated in the EU Procedures and practical guide (PRAG). He/she 
will report to the EPD Finance Controller in Brussels and to the Project Manager in Bishkek who will act 
as the as the local authorising officer for administration and finance on behalf of EPD. The Finance and 
Administration Manger 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: 
 

• Ensure compliance with local employment laws (liaise with local government offices, insurance 
and pension providers, and other HR service providers, as required)’; 

• Administer and process local employee payroll, pensions, health benefits and insurance;  

• Liaise and assist the Finance Controller in Brussels with legal and HR audit issues locally.  
 
Finance and accounting 
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• Ensure accounting and reporting of EPD’s office in Bishkek: process and maintain proper 
accounts under local accounting rules in line with national reporting and audit requirements; 

• Report to governmental offices in Kyrgyzstan, as required under local law (tax offices, Social 
Fund, National Statistical Committee, etc.); 

• Manage the bank accounts and cash flows for EPD’s office in Bishkek;  

• Ensure continuous monitoring of the project budget and of the finances of the EPD office in 
Bishkek;  

• Process financial transactions including monthly payroll, bill payments, expense 
reimbursements and disbursements;  

• Liaise with auditors and accountants; 

• Prepare financial progress reports on the project in line with EU requirements, in consultation 
with the Finance Controller; 

• Supervise the work of the Finance Assistant & Grants Manager. 
 
Office management and administration 
 

• Follow up with all legal requirement for EPD in Kyrgyzstan (local office); 

• Maintain the smooth and effective functioning of the EPD office in Bishkek; 

• Handle general office maintenance and liaise with the premises landlord; 

• Liaise with suppliers and providers and negotiate commercial and services contracts; 

• Ensure that office safety standards are in compliance with local regulations. 
 
 
Qualifications: 
 

• A master’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 highly desirable; 

• At least eight years of experience in financial management and accounting required; 

• Very good knowledge of EU grant management, in particular financial management and 
reporting, or similar experience working for another international donor organisation required; 

• Good knowledge of the legal environment for NGOs operating in Kyrgyzstan (Kyrgyzstani 
employment law, organising audits in accordance with Kyrgyzstani law; 

• Strong computer knowledge including advanced ability with Microsoft Excel is required; 

• Very good knowledge of English and Russian required; 

• Good knowledge of Kyrgyz desirable; 

• Experience in managing sub-granting schemes /small grants desirable. 
 

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. 
 
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 a labour contract with EPD for the duration of the project. Working in 
this position as a freelancer using a “patent” is therefore not an option. 
 
 
Application procedure: 
 
Please send your CV and a cover letter (maximum 2 pages) to sebastianbloching@epd.eu 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 
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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.  

 

http://www.epd.eu/

