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Vacancy for a fulltime “Accountant/Office Manager”  
 

 

The Permanent Mission of Belgium to the United Nations in New York is seeking an 

experienced Accountant/Office Manager to the Permanent Representation of the Kingdom 

of Belgium to the UN. 

 

POSITION TITLE:  

Accountant/Office Manager  

 

LOCATION/EMPLOYER:  

Permanent Representation of the Kingdom of Belgium to the United Nations in New York 

885 E 2nd Av. Floor 41 

New York, NY 10017 

 

Year Gross SALARY 

65,562.24 $  

The Permanent Representation of the Kingdom of Belgium to the United Nations offers 

generous leave (24 days per annum) and a health benefits package (85%) containing 

medical and dental. 

 

WORKING CONDITIONS:  

You will work in an office at the 885 2nd Avenue, Floor 41, New York, NY 10017. Monday-

Friday 9am-5.30pm is required. Expect to be in the office 8.00 hours every day.  

Please note that some flexibility will be required depending on the daily workflow. 

 

DATE VACANCY POSTED: 13th January 2017 

All applicants must: 

- meet all of the essential requirements stated below; 

- have work authorization in the US (US nationals or green card only) 

- submit resume and cover letter by the closing date. 

All interested applicants will send their applications before February 10th, 2017. 

 

TERMS of EMPLOYEMENT:  

Fixed term contract of 1 year with possibility of prolongation 

Tentative starting date term: April 1st, 2017. 

 

SUMMARY OF DUTIES, RESPONSIBILITIES, CHARACTERISTICS and EXPERIENCE: 

 

Manage the financial instruments and manage/supervise the logistical infrastructure and 

estate  of the Permanent Representation of Belgium to the UN and the Consulate General 

of Belgium in New York. 
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Job Responsibilities:  

 

1. Book keeping  

- General Ledger  

- Accounts Receivable  

- Accounts Payable  

- Payroll and health insurance 

- Insurance Forms  

- Prepare monthly, quarterly, annual balance sheet, income statement, cash flow 

statement  

 

2. Office Management  

- Manage and order supplies.  

Organize, process and file orders. Organize public procurements . 

- Collect, organize, store and manage billing  

- Manage supplier relationships  

- Manage supplies inventory  

- Supervise estate inventory (1 chancery, 2 residences) 

- Interface with Building management 

- Execute tasks that ambassador assigns to you  

 

Desired Characteristics:  

 Detail Obsessed:  All accounting calculated perfectly.  

 Flexibility: You will be running the office, estate and  infrastructure of the Permanent 

Representation of Belgium to the UN and the Consulate General of Belgium in New York. 

Expect your job description and responsibilities to change regularly.  

 Positive attitude: You will be interacting with a lot of people with each different needs 

every day. “People skills” are essential.  

 Initiative and independence: There is always something that can be done better. We 

need you to identify problems and create and implement solutions. 

 

Skills, Experience and Education Required:  

 Expertise with general accounting rules and public procurements is essential.  

 3 years of accounting / Office Management experience. 

 Bachelors in accounting or two-year associate degree with experience . 

 

 

ADMINISTRATIVE REQUIREMENTS : 

* Work authorization in the United States (US-National or green card).  

All candidates are presumed to have pre-existing legal status to live and work in 

the US. 

* Eligibility for a Belgian governmental position will include a personal security and 

background check. 

 

ESSENTIAL REQUIREMENTS : 

* Education: Degree of an accredited secondary educational level (or higher) or 

equivalent.  

* Language: Fluency (reading, writing and speaking) in English and at least in one 

of the Belgian official languages (Dutch, French, German) and demonstrated 

proficiency (reading, writing and speaking) in a second official language of 

Belgium. 
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* Experience: Demonstrated work experience in an office environment and in 

providing administrative support, in client services and in dealing with the general 

public, computer skills (proficiency in Word, Excel, PowerPoint and Outlook). 

 

 

OTHER REQUIREMENTS: 

Candidates who meet the essential requirements will be assessed (at an interview) on the 

following qualifications: 

* Ability to communicate verbally and in writing (English, Dutch and/or German 

and/or French); 

* Ability to listen attentively; 

* Ability to accurately and succinctly articulate procedures; 

* Ability to plan, prioritize and work productively and accurately under pressure; 

* Ability to remain composed when dealing with high pressure situations; 

* Ability to work effectively in a team; 

* High degree of professional integrity, tact, discretion and dependability; 

* Strong interpersonal skills; 

* High degree of flexibility and adaptability to changing circumstances. 

 

SELECTION PROCEDURE: 

The selection process will consist of a review of all written applications to ensure that 

applicants meet the requirements. Only those applicants who meet the administrative and 

essential requirements will be invited for an interview, which might include a written test 

(in-basket exercise, a skills test and/or other tests).  The interview will focus on the 

applicant's knowledge, abilities and personal suitability (requirements) for the position.  

An eligibility list of only 10 qualified candidates will be established for this position. The 

candidates on this short list might be invited for a 2nd interview with the Ambassador and 

the Depute Permanent Representative. 

 

METHOD OF APPLICATION: 

All submissions must be electronic. Hard copy applications will not be accepted. Please 

indicate the vacancy title “Accountant/Office Manager”. 

 

Please send your curriculum vitae, along with a cover letter.  

Applications only by e-mail to dominiek.dutoo@diplobel.fed.be to be entered before 

February 10th, 2017. 

 
The Permanent Representation of the Kingdom of Belgium to the United Nations is 

committed to conducting inclusive, barrier-free selection processes. 
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