
 

 

VACANCY NOTICE 005/2022 
 

Individual Contractor – Administrative and Finance Assistant  
 

All our work shall be driven by commitment and excellence 
 

Department:  General Management 
Location:  Laxenburg, AUSTRIA  
Type of Contract:  Temporary  
Application Deadline:  17 June 2022 (Midnight UTC+2)  

Languages Required:  English    
Duration of Initial Contract:  6 months (renewable)  

 

BACKGROUND 
 
About us  
The International Anti-Corruption Academy (IACA) is an intergovernmental organization with a 
global constituency as well as a post-secondary educational institution, headquartered in 
Laxenburg/Vienna. It is the only international organization with a mandate focused solely on 
fighting corruption through education, research, cooperation, and technical assistance 
delivery.    
IACA strives to complement the UN’s work in the field of sustainable development, incl. through 
project implementation and provision of technical assistance, and to facilitate the 
implementation of the UN Convention Against Corruption. We are a pioneering institution that 
aims to overcome shortcomings in knowledge and practice in the field of anti-corruption and 
compliance, functioning as a centre of excellence in education, training, networking, and 
cooperation, as well as academic research. IACA activities benefit public and private sector 
professionals and practitioners, academics, media professionals, and civil society.  
 
For detailed information on IACA, please visit our website at www.iaca.int.  
 
Remuneration  
 
The agreed fee per day (8 hours) worked is from 96.00 to 130.00 EUR gross (incl. taxes and 
charges), depending on the relevant experience, payable by IACA.   
 
 
Applying  
If you have related work experience, meet the requirements outlined in the Job Description on 
the following pages, adhere to our goals and Guiding Principles, and would like to work in a 
dynamic, multicultural environment, please send a concise CV and cover letter to hr@iaca.int, 
clearly stating the Vacancy Notice number in the subject line, no later than 17 June 2022 
(Midnight UTC+2). Please include your contact details as well as the names and contact details 
of three references. Shortlisted candidates will be called for an interview.  
 

 
JOB DESCRIPTION  

 
Duties and Responsabilities 

Within IACA’s organizational structure, the Individual Contractor - Administrative and Finance 
Assistant provides administrative and financial assistance and contributes to the proper 
workflow, results, and functioning within the team.  

 

 



 

 

The incumbent will perform the following principal duties:  

 Be responsible for range of functions related to the general office administration and 
financial management and support of the day-to-day work and smooth operations at the 
Academy.  

 Provide general office assistance; respond to complex information requests and 
inquiries; review, log and route incoming correspondence, providing administrative 
guidance and alternative solutions/approaches to the team where relevant. 

 Screens phone calls and visitors; responds to moderately complex information requests 
and inquiries, and as necessary, refers inquiries to appropriate personnel for handling.  

 Maintain office material and its appropriate stock by anticipating supply requirements 
to the extent possible, conduct market research, place adequate orders, and verify the 
receipt of supplies. 

 Provides secretarial, administrative and logistics support to meetings, boards, 
committees, conferences, etc. 

 Support the financial administration of the Academy by inter alia maintaining and 
ensuring the accuracy of financial records and completeness of related documents, 
checking invoices, and recording receipts and payments, and by serving as the first 
point of contact for students and participants of Academy’s programmes and trainings 
in required financial procedures and assistance.   

 Manage and administer mission travel for the Dean and Executive Secretary, as well as 
for other staff members and external visitors, following IACA procurement procedures, 

 Support the training and guidance of, e.g., interns, advising them, inter alia, on workflow, 
administrative practises, and procedures. 

 Occasional work on other tasks given by superiors is expected, not directly related 
to the appointment, but where relevant work experience and skills are an asset and/or 
the immediate shortage of personnel capabilities require so. 

The incumbent’s place of employment is at the IACA headquarters, in a multinational 
environment. The incumbent may also be sent to IACA’s other offices or to those of partners, 
contractors, or other third parties in Austria or abroad and on official missions, as work requires, 
and thus must hold valid international travel documents. The incumbent actively contributes to 
the development and maintenance of the Academy’s distinctive character as a centre of 
excellence in the field of anti-corruption training and education.    
 

Skills 

The incumbent  

 has proven experience in handling financial and administrative tasks,  

 has a good semantic memory for numbers, facts, and figures, and accuracy of 
calculations and information in budgets, financial reports, requests for purchase, etc., 

 is an effective problem solver, 

 is prepared to take over responsibility, 

 is able to work independently and within a multinational environment as well as with 
people from different professional backgrounds, 

 is able to work well under pressure, adapt to challenging and changing environments, 
and meet deadlines, 

 has excellent time management skills,    



 

 

 is client oriented and able to interpret the information correctly and communicate 
effectively with internal and external parties, 

 has excellent communication skills and is able to present ideas and content in a clear 
and structured way, both verbally and in writing,     

 is fluent in English and German, 

 adapts easily to the use of in-house software, 

 is confident and proactively pursues targets,    

 is conscientious and efficient in meeting commitments, observing deadlines and 
achieving results, and is familiar with the handling of contemporary computer software 
(MS Office 365).    

 

At least three (3) years of experience in finance and office administration for applicants with 
high school diploma. 
 
At least one (1) year of experience in finance and office administration for applicants with higher 
academic qualifications. 
 

Furthermore:   
  
Professional experience gained in related professions, especially in academic environments, 
and working experience gained abroad or in multinational environments, in particular with 
international organizations, are considered a strong asset.   

 
  
Education  
High school diploma or equivalent is required. 
 
 
SPECIAL NOTICE  
  
IACA is committed to the principles of equal opportunities, non-discrimination, gender balance, 
and geographical distribution, and upholds its Guiding Principles. It is committed to achieving 
50/50 gender balance in its staff. We seek to attract the best qualified and most dedicated 
workforce, meeting the highest standards of professional ability, personal integrity, and social 
competence, and offer fair and competitive international employment terms and conditions.   
The selected candidate is expected to start as soon as possible.  
  
ADDITIONAL CONSIDERATIONS  
 

 Please note that the closing date is midnight Vienna time.  

 Applications received after the closing date will not be considered.  

 IACA’s selection is final and not subject to review.  

 Qualified female candidates are strongly encouraged to apply.  

 


