
 

 

 

 

 

 

JOB DESCRIPTION 

Manager - Finance & AdministraƟon (Estonia) 

OrganizaƟon: Indo-Estonia Business Council (IEBC) 

Department: Finance & AdministraƟon 

Reports To: Board Member & ExecuƟve Director 

LocaƟon: Tallinn, Estonia 

Employment Type: Full-Time 

 

About IEBC 

The Indo-Estonia Business Council (IEBC) is a bilateral insƟtuƟonal plaƞorm dedicated to 
promoƟng trade, investment, innovaƟon, educaƟon, entrepreneurship and strategic 
cooperaƟon between India and Estonia. 

IEBC works closely with businesses, universiƟes, government agencies, startups, investors 
and industry associaƟons to facilitate meaningful cross-border engagement and long term 
partnerships. 

The Council operates on the principles of: 

 Purpose driven governance 
 Integrity 
 Transparency in decision making 
 Evidence based policy formulaƟon 
 OperaƟonal accountability 
 Knowledge exchange 
 Ethical representaƟon 
 Cross-border coordinaƟon 

 

Role Purpose 

The Manager - Finance & AdministraƟon (Estonia) will oversee the day to day finance,  

 

 



 

 

 

 

 

 

administraƟon and operaƟonal support funcƟons of IEBC’s Estonia office and acƟviƟes. 

The role is responsible for financial management, budgeƟng, accounƟng coordinaƟon, 
administraƟve operaƟons, vendor management, statutory compliance support, event 
administraƟon and operaƟonal oversight of IEBC acƟviƟes in Estonia. 

The posiƟon will support IEBC’s financial management, administraƟve operaƟons, regulatory 
compliance and insƟtuƟonal acƟviƟes in Estonia, ensuring operaƟonal efficiency, financial 
discipline and adherence to governance standards. This is a hands on management role 
requiring both strategic oversight and operaƟonal execuƟon. 

The role involves periodic domesƟc and internaƟonal travel, including travel between India 
and Estonia, based on organisaƟonal requirements. 

 

Core ResponsibiliƟes 

1) Financial Management & Budget Control 

 Prepare and manage annual budgets for IEBC Estonia operaƟons. 
 Monitor revenues, expenditures and programme budgets. 
 Track financial performance against approved budgets. 
 Prepare periodic financial reports and management dashboards. 
 Support financial planning for conferences, delegaƟons, training programmes and 

special iniƟaƟves. 
 Maintain financial records and documentaƟon in accordance with established 

procedures. 

2) AccounƟng & Compliance CoordinaƟon 

 Coordinate with external accountants, auditors and financial service providers. 
 Support bookkeeping, invoicing and financial reporƟng processes. 
 Monitor payment schedules, receivables and vendor obligaƟons. 
 Assist in preparaƟon of financial statements and audit documentaƟon. 
 Ensure Ɵmely maintenance of statutory and financial records. 
 Support compliance with applicable Estonian regulaƟons and reporƟng 

requirements. 

3) AdministraƟve OperaƟons 

 



 

 

 

 

 

 

 Oversee day-to-day administraƟve funcƟons of IEBC. 
 Maintain operaƟonal systems, records and documentaƟon. 
 Coordinate procurement and office administraƟon acƟviƟes. 
 Manage contracts and service agreements with vendors and partners. 
 Ensure effecƟve document management and record retenƟon. 

 

4) Event & DelegaƟon AdministraƟon 

 Support financial and administraƟve planning for: 
o Business delegaƟons 
o Trade missions 
o Academic visits 
o Conferences 
o Roundtables 
o Networking events 
o Training programmes 

 Coordinate logisƟcs, vendor payments and programme administraƟon. 
 Monitor event budgets and expenditure controls. 
 Maintain parƟcipant and stakeholder records. 

 

5) Membership & Partner AdministraƟon 

 Maintain membership records and subscripƟon tracking. 
 Support invoicing and membership fee collecƟon processes. 
 Assist in administraƟon of insƟtuƟonal partnerships and MoUs. 
 Coordinate documentaƟon related to members, sponsors and strategic partners. 

 

6) Procurement & Vendor Management 

 Manage relaƟonships with service providers, consultants and vendors. 
 Obtain quotaƟons and support procurement decisions. 
 Monitor vendor performance and contract compliance. 
 Ensure cost efficiency and value for money in procurement acƟviƟes. 

 



 

 

 

 

 

 

7) Governance & OperaƟonal Support 

 Support implementaƟon of IEBC governance and administraƟve policies. 
 Maintain confidenƟality of financial and insƟtuƟonal informaƟon. 
 Assist leadership with operaƟonal planning and reporƟng. 
 Support internal controls and risk management procedures. 
 Coordinate with the India office on cross-border operaƟonal maƩers. 

 

Performance Metrics (Year-1) 

 Budget adherence and financial control effecƟveness 
 Timeliness and accuracy of financial reporƟng 
 AdministraƟve efficiency and process compliance 
 Vendor and stakeholder saƟsfacƟon 
 Event and programme execuƟon support 
 DocumentaƟon accuracy and record management 
 Audit readiness and compliance standards 
 OperaƟonal cost management 

 

Candidate Profile - Ideal Alignment 

EducaƟonal QualificaƟons 

 Bachelor’s or Master’s degree in: 
o Finance 
o AccounƟng 
o Commerce 
o Business AdministraƟon 
o Economics 
o Public AdministraƟon 

 MBA (Finance) will be preferred 
 Professional qualificaƟons such as ACCA, CPA, CMA, CA, CIMA or equivalent will be 

advantageous. 

Professional Experience 

 



 

 

 

 

 

 

 7-8 years of experience in finance, administraƟon, operaƟons or insƟtuƟonal 
management. 

 Experience managing budgets and financial reporƟng. 
 Familiarity with procurement, vendor management and office administraƟon. 
 Experience supporƟng internaƟonal organisaƟons, chambers of commerce, trade 

bodies, educaƟonal insƟtuƟons or non-profit organisaƟons will be preferred. 
 Exposure to European business environments will be an advantage. 

 

Technical Competencies 

 Financial planning and budgeƟng. 
 AccounƟng and reporƟng processes. 
 AdministraƟve systems and documentaƟon management. 
 Vendor and contract management. 
 Event and programme administraƟon. 
 Strong proficiency in MicrosoŌ Office and financial management tools. 

 

Language Skills 

 Professional proficiency in English is essenƟal. 
 Knowledge of Estonian or other European languages will be an advantage. 

 

Behavioural AƩributes 

 High integrity and professionalism. 
 Strong organisaƟonal and administraƟve capabiliƟes. 
 Detail oriented and process driven. 
 Financially disciplined. 
 Ability to manage mulƟple prioriƟes simultaneously. 
 Strong stakeholder management skills. 
 Reliable, discreet and trustworthy. 

 

 

 



 

 

 

 

 

 

CompensaƟon Structure 

CompeƟƟve and commensurate with experience and local market standards. 

Performance based review aŌer six months. 

ProbaƟon Period: 3 Months 

 

Ethical Commitment Requirement 

The candidate must adhere to: 

 IEBC Code of Conduct 
 Financial accountability standards 
 Conflict-of-interest disclosure requirements 
 ConfidenƟality obligaƟons 
 Responsible use of organisaƟonal resources 
 Transparency and governance principles 

The candidate shall contribute to maintaining IEBC’s financial integrity, administraƟve 
efficiency and operaƟonal effecƟveness in Estonia. 

Interested applicants are invited to submit their applicaƟons to: hr@iebc.ee 

 

 


