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GLOBALCAD IS LOOKING FOR AN

ADMINISTRATIVE/ACCOUNTING ASSISTANT 
 



Cross Sector Partnerships
Strengthening SMEs and promoting inclusive business
Green & Circular Economy and Climate Change mitigation
Aid efficiency and evaluation
Equitable & Sustainable Cities

GlobalCAD is an international network of experts committed to human and
sustainable development sharing the common belief that promoting partnerships is
a necessity to find innovative and durable solutions to global challenges. Services
include research, strategic advice, technical support, training and capacity building in
the areas of cross sector partnerships, skills development, MSMEs and inclusive
business, green economy and climate change adaptation and mitigation, gender
equality, and aid efficiency. 
GlobalCAD is committed to promote advocacy, knowledge management, learning,
innovation and research as well as to promote engagement in social development
through partnerships between private sector, civil society and international
organizations. GlobalCAD boasts its expertise in results-oriented management,
research and data analysis, evaluation and monitoring of development programs.
Through combining the talents, expertise and motivation of its unique network of
experts, GlobalCAD has the flexibility to immediately set up a multi-disciplinary
project team that matches the needs of its partners and clients. GlobalCAD’s
services include research, strategic advice, technical support, and capacity building
in the following technical areas:

2

Administrative/Accounting Assistant Requirements

About GlobalCAD

Superior professional training in Administration and Finance. University
training in Business Administration and Management will be a plus
Minimum experience of 5 years
Fluency in English and Spanish
Ability to work independently and results oriented
Capacity for organization and planning

We are looking for a proactive person interested in a part-time temporary contract
due to maternity leave, with the possibility of joining the company. We are looking
specifically for someone with the following characteristics:



Payments to suppliers and payroll
Issuing invoices
Bank reconciliations
Organize the accounting information to be sent to the external accountant
Elaborate and follow up the treasury budget
Follow-up of the financial budgets of active projects
Administrative support in human resources management
Support in different company procedures

The work will be based preferably at our Headquarters office in Barcelona and shall
consist of performing the following tasks:

An email with the title “Administrative Assistant Post” and your name 
Your personal CV updated 
Motivation letter

Submit to the email info@globalcad.org before the 30th of September 2021 with the
following:

Please send any doubt or request of additional information to info@globalcad.org 

SPECIFIC RESPONSIBILITIES

SUBMISSION REQUIREMENTS
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