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ADMINISTRATIVE/ACCOUNTANT ASSISTANT 

HiTT Foundation is looking for an ADMINISTRATIVE/ACCOUNTANT ASSISTANT to 
work in its premisses in Barcelona. 

We are looking for a versatile and highly organized ADMINISTRATIVE/ACCOUNTANT  
ASSISTANT to give administrative support to the Foundation’s staff. In this role, the 
selected person will be responsible for carrying out administrative and accountancy tasks. 

About the role: 

The main duties for this position are as follows: 

- Performing bookkeeping tasks such as invoicing, reimbursements, monitoring 
accounts receivable and payable including claims for non-collected invoices.  

- Budget tracking ensuring the accuracy of monthly closing for general accounting 
and treasury. 

- Control and follow up of the general execution of the projects.  
- Support to the elaboration of financial and project management KPIs.  
- Maintaining general office files, including job files, sales and supplies files, and other 

files related to the company’s operations. 
- Coordination with the tax and accountant advisors. 

Job requirements: 

- Education and training:  
o Training in administration (FP) or similar 
o Knowledge of basic bookkeeping procedures including balance sheets 

(P&L and A&L) and cash flow statement. 
o Good command of Microsoft tools. Knowledge of some CRM and ERP tools 

will be an advantage. 
o Good command of English (Advance Level) 
o Fluent in Spanish and Catalan 

 
- Professional experience: 

o Minimum 5 years in office administration and accountancy including the 
tasks and duties described above. 

Technical and personal skills: 

- Well organized person 
- Pro-active and results oriented.  
- Flexible and adaptable 
- Ability to manage simultaneous tasks in a short time of period. 
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What we offer: 

- Part time job 
- Flexible working schedule 
- Permanent contract after a trial period. 
- Starting date: immediate 
- Benefits of training 
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