TERMS OF REFERENCE
Position: Financial Specialist
Organization: Center for Health Policies and Studies (PAS Center)
Contract Type: Individual employment/service contract
Duration: Initially 12 months, with possible extension based on performance and organizational needs
Location: Chișinău, Republic of Moldova

1. Background
The Center for Health Policies and Studies (PAS Center) is a regional, non-governmental, independent, and non-profit organization in Moldova, with highly qualified and professional staff who have been active in the fields of health and social protection for many years.
In collaboration with the Ministry of Health, the Ministry of Labor and Social Protection, the World Health Organization, "Nicolae Testemițanu" State University of Medicine and Pharmacy, the School of Public Health Management, local public authorities, local NGOs, and other national and international partners, the PAS Center successfully implements health programs; builds capacity in tuberculosis control, HIV/AIDS, and other social diseases; develops and conducts studies and research in public health; and designs and implements communication campaigns.
These projects are funded by the Global Fund to Fight AIDS, Tuberculosis and Malaria, the Stop TB Partnership, the World Bank, the European Commission, the Soros Foundation-Moldova, UNICEF Moldova, the Swiss Agency for Development and Cooperation, the Japan Social Development Fund, Bloomberg Philanthropies (Campaign for Tobacco-Free Kids and Tobacco-Free Kids Action Fund), and others.
To ensure the successful implementation of its projects, the PAS Center intends to hire a Financial Specialist.

2. Objective of the Position
The Financial Specialist will be responsible for financial planning and budget monitoring, reviewing financial reports from subcontractors and partners, preparing internal and donor financial reports, managing asset records, and providing support in accounting and reporting activities in accordance with national legislation and donor requirements.

3. Main Responsibilities
· Prepare and update financial plans and project budgets, in collaboration with project managers and the technical team.
· Monitor budget execution and analyze variances against the approved plan.
· Review financial reports submitted by subcontractors and partners, including supporting documents, for compliance with contractual and donor requirements.
· Prepare and submit internal and donor financial reports within the agreed deadlines.
· Prepare financial documentation for reimbursements and disbursements, including expense sheets, payment orders, and transfer requests.
· Work with the accounting team to ensure accurate recording of transactions and reconciliation of project accounts.
· Ensure compliance with internal procedures and donor requirements in managing funds.
· Participate in the preparation of documentation for audits and support internal and external audit processes.
· Manage the asset records of the PAS Center and assets transferred to beneficiaries, including:
· Maintaining the asset register;
· Performing periodic inventories;
· Verifying transfer/acceptance documentation and ensuring correct accounting entries.
· Maintain complete and accurate financial and asset records, accessible for review and reporting.
· Communicate regularly with partners and donors on relevant financial and asset-related matters.

4. Qualification Requirements
Education and Experience:
· University degree in economics, finance, accounting, or related fields.
· Minimum of 3 years of relevant experience in financial planning, budgeting, reporting, or accounting.
· Experience in managing donor-funded projects – an advantage.
Knowledge and Skills:
· Strong knowledge of accounting, financial reporting, and asset management in accordance with national standards; knowledge of international standards is an advantage.
· Excellent skills in financial data analysis and report preparation.
· Proficiency in MS Excel and other financial tools; experience with accounting software (e.g., 1C) – an advantage.
· Ability to meet deadlines and manage multiple tasks simultaneously.
· Strong communication and teamwork skills.
Languages:
· Romanian – mandatory.
· English – required (intermediate+ level).
· Russian – an advantage.

5. Reporting
The Financial Specialist will report directly to the Projects Coordinators and Director and will collaborate with the technical team, accounting department, and project partners.

6. Duration
This is a full-time activity that is expected to begin in September 2025.

7. Confidentiality
All data and information handled in the exercise of this role will be treated as confidential and used solely for the purposes of fulfilling the position’s responsibilities.
