
 
 

   ASSISTANT  
 
 
 

AFD, the Agence Française de Développement, is a public development finance institution that has 
worked to fight poverty and support economic growth in developing countries and the French 
Overseas Provinces for 70 years. AFD executes the French government’s development aid policies. 
Through offices in more than fifty countries and nine French Overseas Provinces, AFD provides 
financing and support for projects that improve people’s living conditions, promote economic growth 
and protect the planet: schooling, maternal healthcare, help for farmers and small business owners, 
clean water supply, tropical forest preservation, and fighting climate change, among other concerns. 
In 2015, AFD approved 8.5 billion euros for financing aid activities in developing countries and the 
French Overseas Provinces. www.afd.fr 

 

 
AFD has been intervening in Sri Lanka for ten + years, as the main bilateral agency of the French 
Government and under the patronage of the Embassy of France in Sri Lanka.  
 
Its main fields of intervention are four-fold: integrated urban development, urban water supply, 
collective systems for wastewater and power sector (promoting energy efficiency and usage of 
renewable power generation). We also aim to diversify in new sector upon GoSL’s request (ie 
irrigation).  
 

 

 

To support our growth in Sri Lanka but mainly to replace our current assistant at the 

local office –since she will be on medical leave from 20
th

 June to 15
th

 August 2016- 

we are seeking to recruit an interim assistant to be hired for 2 months from 15
th

 

June (or no later than 20
th

 June 2016) to 15
th

 August 2016. This contract could be 

one-month extended. Eventually in 2017, the local office of AFD could offer new 

positions for hard-working applicants.  

 

 

Accounting Assistant  

 

Position based in Colombo 1 

 

Duties and Accountabilities: 

 



The assistant is in charge of the secretarial work, administrative work and accounting 

tasks at the local office of AFD in Sri Lanka. The responsibilities of the Accounting 

Assistant include but are not limited to: 
 

1. He/ she is generally responsible for the tasks below: 

 

=> reception of telephone calls, clients, partners and missionaries at work, 

=> archiving documents or letters and assuring their availability for reference, 

=> managing the written correspondence of the local office: rewriting, 

printing, scanning –sometimes translating- all correspondence -letters and 

emails- of the local officers to their hierarchy, counterparts and customers.  

=> obtaining appointments for the agents of the Colombo office as well as 

AFD and Proparco’s (AFD’s subsidiary) missionaries, 

=> facilitating arrival of agents on mission (arranging visa, booking hotels & 

taxis); 

=> facilitating out bound missions of AFD officers => assuring the availability 

of office supplies and requesting quotations for equipment and commodities, 

when necessary;  

=> managing the driver’s schedule and ordering payments of the office bills;  

=> correspondence with the GMC insurance company on behalf of the driver 

to ensure timely reimbursements of medical expenses; 

=> preparation of events (like communication events) and printing 

communication materials related to AFD’s projects or local office needs.  

 

2. In terms of accounts, he/she is responsible for:  

 

=> posting bi-monthly office accounts to the regional and to the head offices. 

Accounting will either be recorded on GLA- the accounting application used 

for registering incoming/ outgoing payments by cash, cheque or bank 

transfers; or, in case of lack of accounting skills, all payments and 

documentation will be sent to New Delhi’s office for recording purpose, based 

on Excel Summaries (twice a month).  

=> justifying third-party accounts by the end of every month + following bank 

accounts’ balances.  

=> preparation of all payments (cheques or petty cash) to be made by the 

cashier (director).  

=> follow up assets of office & lodgings (new arrivals/ transfers/ discarded 

items) via the FRP software and maintain and produce inventories twice a 

year. 

 

Any other sensible matter upon request of either the director of AFD’s local 

office, the project attaché and the project assistant.  

 



Some guidelines will be given by the current assistant on 16
th

 and 17
th

 June 2016.  

 

Selection Criteria 

 The applicant should have a university degree (like Bachelor’s Degree);   

 Proven proficiency in English (oral and written English) is a pre-requisite; 

 Proficiency in French would be an added qualification for better remuneration;  

 Good knowledge of systems computer software (at least Windows Pack 

Office),  

 Excellent administration and time management skills with proven ability to 

achieve results under tight deadlines, ability to maintain accurate records, 

 At least 2-3 years of work experience in either accounting work, secretarial 

work or any other relevant experience.  

 Hard-worker and ability to work independently, multi task, and deliver high 

quality work on schedule while fixing issues with plain autonomy.  

 

Working conditions  

 

Location:  World Trade Center, Colombo 

 

Contract:  Interim local contract through an outsourcing company  

 

Working days:  5 days a week  

 

Expected starting date: 15
th

 June 2016 at best.   

Compensation: Negotiable with educational background, references and 

experiences and skills of the candidate (up to 100 000 LKR /month/ including 

employee’s and employer’s ETF-EPF for good candidates). No private insurance 

included.  

 

 

Submission of applications  

 

Interested candidates shall submit their application (cover letter and CV) by email to 

afdcolombo@afd.fr quoting “AFD Assistant” in the subject. 

Kodituwakkum@afd.fr should be copied.  

Appointments for relevant candidates will be given on 9
th

, 10
th

 and 13
th

 June 

2016.  

 

Only short-listed candidates will be notified for an appointment.  
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