
 
Vacancy Announcement 

Job Description: 
Company: International Medical Corps . 
Job Title: Finance Assistant. 
Contract type: Full-time 
Duty Station: Main Office Damascus . 
Number of Vacancies: 1. 
Application Closing Date: March 15,2026, 4:00PM . 
 
JOB SUMMARY:  
Responsible for providing support to finance and other team members in various finance and accounting tasks. 
The Finance Assistant will assist in areas such as budgeting, financial reporting, and general ledger management.  
The level of work performed may varies depending on the complexity of the country portfolio, as to the number 
of influencing factors and their interdependencies. Some of the factors affecting complexity may be size of 
country program (USD value and number of projects), variety of donors, interdependence and interrelations of 
projects, number of field sites, stakeholders, resources, country context, etc.  
To perform this job successfully, an individual must be able to perform each essential function with or without 
reasonable accommodation. 
MAIN TASKS AND RESPONSABILITIES: 
 
Accounting and Finance Management: 
 Assist in the preparation of financial reports, including monthly and annual financial statements, variance analysis, 

and ad-hoc reports as required.  
 Assist in processing of invoices, expenses, and payments  
 Process and reconcile accounts payable and receivable transactions in a timely and accurate manner. Update and 

maintain analysis of accounts payables and accounts receivables, inclusive of the maintenance of staff advances.  
 Prepare and process journal entries and general ledger entries.  
 Update and maintain transactions journals with real time updates to Cost Point. Complete the monthly closing 

operation of the cash accounts after validation of Finance Officer  
 Ensure that all vouchers are scanned and uploaded into IMC Share file for Supervisor review and internal audit 

purpose  
 Ensure cash accounts are reconciled daily; conduct daily cash count in the presence of Finance Officer or Finance 

Manager. Prepare and update the Daily Cash position in International Medical Corps TMS  
 Assist in the preparation and monitoring of budgets  
 Maintain accurate and up-to-date financial records, including filing, archiving financial documents and retrieval of 

finance documents. Ensure documents are properly filed, stamped and available on a monthly scanning  
 Support other team members in day-to-day finance and accounting tasks as required.  
 Collaborate with other departments to ensure accurate and timely completion of financial transactions and reports. 
 Participate in ad-hoc projects as assigned by the Finance Manager. 
 Account for procurement transactions to ensure adequate supporting documentation, accuracy, and control over 

payments. Coordinate with Logistics department, as applicable. 
Working Relationships : 
 Maintain frequent communication with Finance Officer to ensure finance activities and objectives are 

communicated 
  Work with program and logistics staff to ensure the coordination of programs are within budgeted targets 



Representation: 
 Participate in the production of reports and ensure the timeliness and accuracy of information provided, as well 

ensuring confidentiality of sensitive information; 
 Contribute to the creation of a positive image and overall credibility of the organization, notably through the 

application of the organization's Code of Conduct, ethics, values, and standpoint regarding internal and external 
actors. 

Perform other duties as assigned. The duties and responsibilities listed in this document are representative of the 
nature and level of work assigned and not necessarily all inclusive. 

 
MINIMUM QUALIFICATIONS: 
 Typically, a 4-year University degree in Accounting or Business administration. Equivalent combination of relevant 

education and experience may be substituted as appropriate  
 Typically, minimum 1 years’ experience in the humanitarian sector  
 Knowledge of accounting principles; experience with Generally Accepted Accounting Principles desired.  
 Proficiency with MS Word and Excel. Experience in working with computerized accounting systems, preferably ERP 

systems (Costpoint), is a plus  
 Experience of working within a large departmental team.  
 Ability to carry-out responsibilities independently with minimal technical support from within the organization.  

 
 

 Salary and Benefits:   
- As Per IMC Salary Scale. 
- Social Security. 
- Medical Insurance. 
- Life Insurance 
 

International Medical Corps never asks job applicants for a fee, payment, or other monetary transaction. If you are 
asked for money in connection with this recruitment, please report to International Medical Corps at the website for 
reportingmisconduct:www.InternationalMedicalCorps.ethicspoint.com. 
Please do not submit your CV or application to this website; it will not be considered for review. 
- WOMEN ARE STRONGLY ENCOURAGED TO APPLY. 
- This position is urgently required, and recruitment will be conducted on a rolling basis. Interested candidates are 
encouraged to apply as soon as possible, as the vacancy may be filled before the closing date. 
 
 Code of Conduct: 

As applicable to this position, an individual must promote and encourage a culture of compliance and ethics 
throughout the organization and maintain a clear understanding of International Medical 
Corps&amp;amp;amp;amp;amp;amp;amp;rsquo; and donor compliance and ethics standards and adheres to 
those standards. Staff are also responsible for preventing violations to our Code of Conduct and Ethics, which 
may involve Conflicts of Interest, Fraud, Corruption or Harassment. If you see, hear or are made aware of any 
violations to the Code of Conduct and Ethics or Safeguarding Policy, you have an obligation to report. 
 

 Safeguarding: 
It is all staff shared responsibility and obligation to safeguard and protect populations with whom we work, 
including adults who may be particularly vulnerable and children. This includes safeguarding from the following 
conduct by our staff or partners: sexual exploitation and abuse; exploitation, neglect, or abuse of children, adults 
at risk, or LGBTI individuals; and any form of trafficking in persons. 
 

  About us : 
Humanitarian, nonprofit organization dedicated to saving lives and relieving suffering through health care 
training and relief and development programs. 
International Medical Corps is proud to provide equal employment opportunities to all employees and qualified 
applicants without regard to race, color, religion, sex, sexual orientation, national or ethnic origin, age, disability 
or status. 

 



 Note: If the required number of applicants is met, the link may be closed before the end of the time given 
for the advertisement. 

 

 
To apply for this vacancy please click on the following link and fill in the required information:  

 

Finance Assistant-Main Office Damascus-FA-D15032026 
 

Alternatively, scan the following QR code by your mobile camera: 

 

https://enketo.ona.io/x/VRI6282v

