
 

 

 

Project’s main purpose is to assist all vulnerable people by providing access to a comprehensive 

package of goods and services. The interventions ultimate objective is enhancing vulnerable 

population’s integration into the Greek society by empowering them and cultivate feelings of 

solidarity, tolerance and respect among the different communities living in the center of the city  

Within this scope Centralized Social Service aims to ensure that all walk in and referred Beneficiaries 

have access and get support within the capacity of the Center (Services) and the associated to Center 

Support Opportunities (In kind ,Cash CARE Project, Accommodation SN Projects). 

 

JOB DESCRIPTION  

Job Title:  SN/ASC Admin-Log –   Υπάλληλος Οικονομοτεχνικής Υποστήριξης Κέντρου 

Αλληλεγγύης 

Status: Full Time (morning or evening shift) 

Location: Athens 

Position Summary: Administrator-Logistician is expected to ensure proper management 

and follow up of Financial and Logistic Issues linked with Athens Solidarity Center with a 

focus to CARE ECHO Project Activities and the function of Mobile Teams  

Position within the Organization:  

Hierarchical Responsible for Programs Activities: Deputy ASC Coordinator- Programs 

Responsible  

Technical Responsible/Supervisor: Head of Finances, Head of Logistics  

 

Responsibilities 

Financial Responsibilities  

 

 Provide comprehensive support on financial management within the programs 

 Perform follow up of expenditures and processes in line with the practices, modalities 

drawn by relevant dpt (Head of Finance) 

 Provide support while planning or reviewing an activity in financial aspect to the 

Management Team of the Center and the Coordinators 

 

- Logistic Responsibilities 

 Provide comprehensive support on financial management within the programs 

 Perform follow up of expenditures and processes in line with the practices, modalities 

drawn by relevant dpt  

 Provide support while planning or reviewing an activity in financial aspect to the 

Management Team of the Center and the Coordinators 



- Other Duties  

  Participate in Field Trips and Assessments as requested and directed by Supervisor  

 Train Staff in the optimum use of forms/modalities as those indicated by the relevant 

Dpt (Finance or Logistics)  

 Provide focused support in procurement and admin support to the Mobile 

Teams in close collaboration with Mobile Units Coordinator  

 

 

 

Required qualifications and skills 

Essential  

 Financial/Administrative or Technical Background (in the later case combined with 2 

years + experience in Logistics) 

 Previous Experience in Relevant Position  

 Familiar with Refugee and Migration Issues (Asylum processes, Relocation –new 

Law) 

 Cross Cultural Awareness and flexibility 

 Computer literate & numerate 

 Well organized and efficient 

 Good interpersonal & communications skills 

 Fluent in Greek and  English  

Desired 

 Professional Experience as Log/Admin in Humanitarian Aid projects  

 

Position is based in Athens 

Interested Candidates shall submit in a single document their Resume/CV with an 

intro Text (motivation) in English: recruitment@solidaritynow.org 

Both the Document and the e mail shall have as title the ASC- Job title followed by 

their Surname: 

E.g ASC Log Admin- GEORGIOU - Please follow the Titling System for your 

application to be considered 

Only short listed candidates will be contacted 

 

Not later than by Sunday 18th of September  

 

mailto:recruitment@solidaritynow.org

