OPEN VACANCY
Recruitment Notice
CRRC-Armenia Foundation is looking for a detail-oriented, responsible, and committed individual to join its team as a Finance and Operations Assistant. This is a valuable opportunity to contribute to the Foundation’s day-to-day financial and operational processes and to support the effective implementation of its activities.
The candidate will have a basic understanding of finance, accounting, administration, or operations, strong organizational skills, and a willingness to learn and take on new responsibilities. The position is well suited for someone who is attentive to detail, reliable, proactive, and open to growing professionally together with the Foundation.
The details of the vacancy are presented below. 

	1.  BASIC DETAILS

	Title: Finance and Operations Assistant
Title in Armenian: «Ֆինանսական և գործառնական գծով օգնական»
	Application deadline: 
July 9, 2026, 17:00, Yerevan time

	Name of Employer: Caucasus Research Resource Center-Armenia (CRRC-Armenia) Foundation
	Location:  Yerevan, Armenia (traveling ~10% of time)

	About CRRC-Armenia: Caucasus Research Resource Center (CRRC)-Armenia Foundation is a regionally focused and Armenia-based independent, non-partisan research institution, where research lives. Our core mandate is to address national and regional socio-economic and political challenges via high-quality data collection, analysis, and enhancement of the scientific capacity of the research community. We are recognized nationally and internationally as a leading force in social science research and to influence policy making agenda in the country by setting the highest international standards in research and building a vibrant community of social scientists. On top of multi-method data collection and analysis, CRRC-Armenia also serves as a resource center, with open and freely available data, dozens of scientific papers, research reports, and policy briefs. Since its establishment in 2003, researchers engaged with CRRC-Armenia have been benefiting from the Foundation's methodological trainings, local and international conferences, summer schools, and a library with more than 2000 contemporary publications in social sciences and humanities.

	2.  REPORTING STRUCTURE

	Reports to: Finance and Operations Director

	Next in the Reporting Line: CEO

	3.  JOB 

	Purpose of Job: To provide comprehensive and professional office administration services to the CRRC-Armenia Foundation with a focus on day-to-day office maintenance, operations, and support to staff/project management.
	Term: Full-time, with four-month probation period, with possible extension

	Position Summary: The Finance and Operations Assistant at the Caucasus Research Resource Center-Armenia provides support in the organization’s financial, administrative, and operational processes. Responsibilities include assisting with financial documentation, procurement, recruitment, logistics, office administration, event coordination, and day-to-day operational tasks. The role requires strong organizational skills, attention to detail, effective communication, and the ability to work both independently and as part of a team. Flexibility, reliability, and the ability to manage multiple tasks in a timely manner are essential.



	4. PRIMARY DUTIES AND RESPONSIBILITIES

	I. Office Administration and Operations Support (~20%)
· Provide administrative support to ensure efficient day-to-day operations and maintenance of the CRRC-Armenia office.
· Answer phone calls, schedule meetings, support visitors, and ensure polite and professional communication via phone, e-mail, and mail.
· Carry out administrative duties such as filing, typing, copying, binding, scanning, printing, organizing, and archiving documents.
· Arrange postal services and support general office logistics.
· Maintain communication with outsourced operational service providers, including transportation, IT, equipment maintenance, and other relevant service providers.

	II. Finance, Accounting, and Audit Support (~20%)
· Assist in budgeting processes, financial analysis, and preparation of financial documentation.
· Assist with accounting, bookkeeping, invoicing, subscriptions, procurement, and payment preparations.
· Assist in the preparation of external and project audit paperwork.
· Support the collection, verification, and filing of finance-related supporting documents.

	III. Logistics, Travel, and Fieldwork Support (~20%)
· Provide logistical support in the implementation of ongoing programs, including research, trainings, fellowships, and fieldwork activities.
· Make travel and lodging arrangements for staff, fieldwork staff, interviewers, and other project personnel, including booking flights, cars, accommodation, restaurants, venues, and other reservations.
· Coordinate transportation for interviewers and other field personnel, including recruiting and communicating with drivers.
· Organize the reception, coordination, and onboarding of interviewers and other field personnel at the office.
· Maintain signing sheets and other required documentation during trainings and fieldwork-related events.

	IV. Contracting, Documentation, and Recruitment Support (~20%)
· Draft contracts and support contract-related processes, including tracking contract status, following up on signatures, collecting required documentation, and ensuring proper filing and record keeping.
· Provide logistical and recruitment support for ongoing programs, including supporting the research team in recruiting interviewers and other field personnel.
· Communicate with interviewers, drivers, and other field personnel regarding administrative and operational procedures.
· Draft, (copy)edit, format, and translate texts and documentation, including respective memos, announcements, forms, and other texts and documentation for operational purposes.
Support the preparation, organization, and archiving of project-related and operational documentation.

	V. Equipment and Tablet Management (~15%)
· Ensure the proper operation, tracking, use, movement, and return of CRRC-Armenia equipment, including tablets and other fieldwork equipment.
· Coordinate the sending of tablets and other equipment to field teams and ensure their timely return to the office.
· Complete preventive maintenance requirements, keep associated records, call for repairs when needed, maintain equipment inventories, and support the evaluation of new equipment needs.

	VI. Other duties as needed to further CRRC’s overall goals, office operations, and projects’ implementation (~5%)

	5. REQUIRED QUALIFICATIONS

	MINIMUM REQUIREMENTS

	1. Undergraduate degree in social sciences, humanities, technical sciences, business administration, management, accounting, finance, or another relevant field.
1. Fluency in both Armenian and English (good knowledge of Russian is desirable).
1. Strong organizational and time management skills.
1. Strong attention to detail and accuracy, including the ability to work with numbers and administrative/financial documentation.
1. Strong communication skills and ability to maintain polite and professional communication with staff, field personnel, service providers, and visitors.
1. Strong computer and internet literacy, including confident use of Microsoft Office, Google Suite, e-mail, online platforms, and basic office technologies.
1. Ability to quickly learn and follow financial, administrative, procurement, contracting, and operational procedures.
1. Ability to manage a busy and varied workload, prioritize tasks, and meet deadlines.
1. Ability and willingness to work in a multi-task environment with diverse program directions, including research, trainings, fellowships, fieldwork, office operations, and finance-related support.
1. Strong commitment to teamwork and ability to support the CRRC-Armenia team in the day-to-day operations of the organization.
1. Positive can-do attitude, flexibility, responsibility, and willingness to enhance knowledge through on-the-job training and personal initiative.

	ADDITIONAL QUALIFICATIONS CONSIDERED AN ADVANTAGE

	· Academic or professional background in accounting, finance, management, business administration, or operations.
· Previous experience in administrative, finance, accounting, procurement, logistics, or operations support.
· Good command of Russian or other regional languages.
· Experience in drafting, organizing, and tracking contracts and administrative documentation.
· Familiarity with bookkeeping, invoicing, procurement, payment preparation, subscriptions, and audit documentation.
· Self-starter with the ability to work both independently and as part of a team.
· Patience, flexibility, and ability to work under pressure.



	6. HOW TO APPLY

	Interested candidates with appropriate qualifications are welcome to apply for the job 
by July 9, 2026, 17:00.

A complete application must include the following documents:
1. CV
2. Excel Task Form (download and complete)
3. Reflective Assessment Form (download and complete)

Please submit all documents by email to arpine.arakelyan@crrc.am, with “Finance and Operations Assistant” in the subject line. Incomplete applications will be disqualified during the technical screening phase. Only short-listed candidates will be contacted for an interview.




	7. RECRUITMENT PROCESS KEY DATES

	July 9
	Deadline for submitting applications

	July 10-15
	Technical screening and disqualification of incomplete applications

	July 16-23
	Review of qualified applications

	July 24-31
	Interviews with shortlisted candidates

	Aug 3-7
	Final selection and notification of results

	Aug 7-21
	Pre-onboarding welcome package

	Aug 24
	Expected start date (negotiable if absolutely needed)

	Aug 24-28
	Onboarding week





	8. TERMS AND CONDITIONS

	Binding Terms:
This Job Description serves as an Annex to a contract. All financial, administrative, legal, and other associated matters are specified in the contract. The latter, in full alignment with CRRC-Armenia Policies & Procedures, serves as the binding point of reference for both sides.

Probation Period:
The Foundation practices a 4-month probation policy. The payment terms during the probation period are the same as after.

Holidays and leaves:
20 working days of annual leave per calendar year, in addition to Armenian public holidays (up to 12 working days). Monthly day off and sick leaves are granted.

Hours:	
40 hours per week, 09:00 – 18:00. Lunch time - 1 hour (13:00-14:00). For separate cases the working hours and place are negotiable with the Supervisor and upon notice. The schedule and place of work are negotiable with the Supervisor and upon notice. 
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