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About Search for Common Ground 
 
Organisation Overview 
Since its creation, Search for Common Ground (Search) has been a pioneer in the 
field of citizen-led peacebuilding and conflict transformation. Today, it is the largest 
dedicated peacebuilding organisation. Our work fosters the transition of communities 
and countries toward peace and stability, so all other aspects of human development 
can thrive. We envision a world in which conflict serves as a source for cooperation 
and creative problem-solving rather than a source for polarization and violence. We 
tackle a myriad of issues that drive violent conflict, including refugee and internal 
displacement issues, sexual and gender-based violence, and violent extremism. 
 
Organizational Context: Search is a global organization with offices in 35 countries 
and 700+ staff. The organisation was first created in 1982 in the USA by founder 
John Marks. The European headquarters, located in Brussels, were created in 1994, 
in a desire to strengthen the ties of Search with European member states and the 
European Union. Our Europe office is registered under belgian law as an Association 
Sans But Lucratif (ASBL) / Vereniging Zonder Winstoogmerk (VZW). 
 
While Search in US and in Europe are two separate legal entities, we coordinate all 
our work as a single global entity and the two headquarters work hand in hand to 
advance their shared mission: to transform the way the world deals with conflict - 
away from adversarial approaches and towards collaborative solutions.  
 
Today, more than half of Search’s funding comes from European governments and 
international multilateral institutions such as the European Union, and this funding is 
managed by Search’s Europe office.  The Europe office hosts 24 staff, and manages 
78 projects with a total value of 60M€. Current funders include: EU (IcSP, DEVCO, 
ENI, Trust Funds), the German Government, the UK Government (DFID, CSSF), the 
Dutch Government, amongst others. In a desire to increase Search’s capacities, 
credibility and visibility in Europe, the Europe headquarters was recently expanded, 
with offices revamped, and a new Executive Director onboarded. With a new 
leadership in place and an expanded governance body, important progress is taking 
place towards strengthening Search’s presence in Europe.  
 



A strong Search in Europe is essential in order to achieve Search’s 10-year strategic 
plan, which will guide our work towards 2028. Our strategy is based on three scopes 
of work: 
 

● Scope 1: Transform the Most Critical Conflicts  
● Scope 2: Popularizing Peacebuilding  
● Scope 3: Build a Field  

In our 2018-2028 Strategy, we articulated a three-phase Route to 2028 Timeline 
(see strategic plan for details). Search is currently in year 1 of the “organisational 
transformation” phase, which aims to increase our capacity to deliver our strategy 
and shield Search from risks to her health and sustainability. Some of the steps that 
are currently being undertaken entail: shift program portfolio toward new priority 
geographies; build replicable private philanthropic fundraising program, and deploy 
Global Services Team functions optimally across local, regional, and headquarters  
 
As we pursue the 10-year strategy and we strengthen the role of our European 
Headquarters, we are looking for an experienced Finance and Administration 
Director to reinforce our team and accompany our organisational transformation. The 
Administrative and Finance Director will play a central role in ensuring the proper 
level of oversight of Europe grants and contracts, integration of the European entity 
with Search’s finance and administration systems, and alignment of the European 
entity in the Global Services Team. 
 
 
  

https://www.sfcg.org/strategic-plan/content/sfcg-strategic-plan.pdf
https://www.sfcg.org/strategic-plan/content/sfcg-strategic-plan.pdf


Position Summary 
 
We are looking for a seasoned colleague to join our team and lead the Finance and 
Administration of our European entity. The Finance and Administration Director will 
ensure the sound management of the ASBL/VZW in all aspects related to finance, 
administration, legal, human resources, and contractual matters.  S/he manages the 
administrative and logistic team in Brussels (2 staff) and has dotted line supervision 
to regional and country teams where Search is implementing activities. S/he plays a 
key role in establishing systems to ensure proper financial and administrative 
oversight of the contracts signed by Search for Common Ground Europe and 
implemented in our country offices across the globe.  S/he establishes the yearly 
budget of the ASBL/VZW, presents the yearly accounts to the Board of Directors, 
and manages yearly and project-related audits. S/he manages the Human 
Resources of Search’s Brussels office and nurtures a positive work atmosphere. 
 
S/he works in partnership and under the supervision of the Executive Director. S/he 
works in close collaboration with the European Affairs and Partnership Manager and 
with Search-US’ Vice Presidents for Finance and HR & Administration.  
 
Overall  management 

● The Finance and Administration Director is part of Search’s Senior 
Management Team. As such, s/he feeds into the reflexion about the strategic 
direction of the organisation and about the measures needed to safeguard the 
health and sustainability of the organisation; 

● S/he supports the organisation in successfully designing and delivering two 
strategically important processes: the Alignment and Sustainability process 
which includes the deployment of a Global Services Team functions optimally 
across local, regional, and HQ offices; as well as the “autonomisation” 
process for the European entity; 

● S/he contributes to coordination mechanisms between Search’s various 
entities and offices, where Search’s European entity is represented (shared 
services hub, global service team, etc.). 

 
Finance management 

● S/he ensure effective financial oversight of all grants and contracts signed by 
Search, in close collaboration with sister organisation Search-US and in the 
spirit of our shared management services. Where systems to effectively 
provide oversight are missing, s/he offers solutions on how to structurally 
address these gaps.  

● S/he leads the process of further autonomisation of Search for all matters that 
relate to financial management and oversight; 



● S/he leads the process of audit-management of the organisation, both for the 
yearly organisational audit, and for the project-related audits in the field ; 

● S/he offers regular analysis of Search’s general accounts and financial health, 
and alerts the Director and the Board of any risks and opportunities; 

● S/he acts as focal person for all EU and European member states grants and 
contract audits and financial reports; 

● S/he ensures the quality and compliance of all budgets, financial reports and 
other financial documents submitted to donors in line with our contractual 
obligations; 

● S/he serves as in-house expert on key Europe donors’ budgeting guidelines 
and best practices in terms of budgeting, eligibility rules and finance reporting: 
s/he builds and maintains an in-depth understanding of key donors budgeting 
mechanisms and puts in place mechanisms to ensure that countries 
benefiting from these funds have the necessary capacities to manage it in all 
compliance; 

● S/he oversees the accounting of Search offices, manages bank account and 
cash-flow to country offices. 

 
Administrative management 

● S/he keeps abreast of rules and regulations pertaining to Belgian ASBL / VZW 
and alerts the Director of measures that need to be taken to maintain 
Search’s compliance. S/he leads on the implementation of said measures; 

● S/he keeps abreast of rules and regulations pertaining to Search’s main 
donors in Europe, and ensures that Search remains eligible to European 
donors’ funding frameworks; 

● S/he supervises Belgium office administrative staff as well as staff  seconded 
to field offices or specific projects managed globally by Search;  

● S/he leads the process of further autonomisation of Search for all matters that 
relate to administrative management and oversight of projects managed by 
Search across the world (includes putting in place a secondment system for 
staff outside of Europe); 

● S/he ensures that Search is equipped with relevant, contextually-adapted 
policies and procedures related to IT, Communications, Operations, HR, 
insurances, Control, Code of Conduct including Ethics and Reporting of 
Abuses; 

● Data management: S/he ensures adherence to GDPR and local data 
protection regulations for all tangible data; 

● Health and Safety: S/he ensures the office meets health and safety standards. 
 
As job descriptions cannot be exhaustive, the position holder may be required to 
undertake other duties that are broadly in line with the above key responsibilities. 
 



 
Profile of the Finance and Administrative Director 
 
Qualifications: 

● Master’s degree in business, public administration, finance, accounting, 
management of non-profit organisations, or other areas relevant to the 
position. Bachelor’s degree with +5 years additional experience also 
considered; 

● Excellent command of English required and of either French or Dutch. 
Knowledge of French, German or Arabic a strong added value; 

● Excellent knowledge of Belgium legal framework for ASBL / VZW;  
● Excellent knowledge of the European Union’s (i.e. PRAG)  rules and 

procedures related to development cooperation. Knowledge of other key 
European governments’ rules and procedures a plus. 
 

 
Expertise: 

● 10 years of related professional experience; 
● At least 3 years experience working in the development field; 
● At least 2 years with a similar level of responsibilities in a non-profit or 

for-profit organisation in Europe or abroad; 
● Proven experience of managing EU Contracts and Grants. Additional in-depth 

knowledge of Contracts and Grants of other EU member states a strong 
added value; 

● Proficiency in Microsoft Office programs, i.e., Excel, Word, PowerPoint, etc., 
and the ability to use various commercially available accounting and financial 
software programs; 

● Excellent organizational, analytical, and English oral and written 
communication skills;  

● Demonstrated supervisory skills and experience;  
● Highly organized and efficient to manage large portfolios; 
● Experience managing and leading teams in a matrix organizational structure. 
● Experience living and working in a conflict-affected country a plus; 

 
Critical Competencies 

● Dynamic and flexible self-starter with an entrepreneurial spirit, with a desire to 
be part of a growing international organization; 

● A team-builder and manager of people with excellent communication and 
relationship-building skills; 

● Sufficiently experienced to command the respect of staff, external peers and 
partners; 

● Ability to demonstrate managerial courage and decision making; 



● Resourceful and able to find cost-effective creative solutions to address 
complex challenges and strengthen the organization’s operational capacity; 

● Ability to value and consider the perspectives of all parties and to work across 
diverse cultures; 

● Ability to integrate Search vision, mission and core values, integrity and 
accountability throughout all organizational and business practices and lead 
by example; 

● Commitment to Search Values: Shared Humanity, Empathy, Impartiality, 
Inclusivity, Courage, Hope, Humility, Audacity. 

 
We can unfortunately only consider applicants that currently are allowed to 
work in Belgium. 
 
Location 
This position is based in Brussels with an expectation for international travel to 
conflict- or post-conflict countries where Search implements projects (15-20% 
expected travel). 
 
Employment: full-time, with possibility for a 4/5th part time.  
 
Salary: between €5200-5800 gross / month depending on relevant years of 
experience. 22 days of annual leave. Benefits: representation fees, public transport 
reimbursement, meal vouchers, life and hospitalisation insurance. 
 
 


