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	Job/Role Title
	Finance Intern (paid Internship)

	Division
	Finance & Corporate Services

	Location
	Brussels, Belgium

	Responsible to
	Head of Finance and Corporate Services

	Date
	March 2026


	
	1.	JOB PURPOSE 

	Within this internship, the successful candidate will support the finance team and IPPF EN departments teams by providing support with reporting, analysis, grant management, budgeting and reforecasting as well as on payroll and timesheets verification.

	2.	KEY TASKS 

	· Support finance colleagues and project managers on grant reporting and regular monitoring
· Support budgets tracking, quarterly reforecast and financial reporting
· Support data introduction into the IPPF budgeting system (Vena)
· Support with financial reconciliations and audits
· Support with maintaining internal databases and filing systems
· Support the implementation of internal processes and policies
· Support payroll preparation and leave tracking
· Support monthly timesheets tracking and checkingPrepare journal entries and raise purchase orders in the ERP system when required
· To perform other duties as agreed with the supervisor

	3.	QUALIFICATION & PROFESSIONAL EXPERIENCE  

	· Graduate in field of Finance, Business Administration and/or Accounting
· Excellent computer skills: MS Office 365, including advanced Excel skills
· Familiarity with ERP accounting software is a plus
· Some experience in finance and administration, ideally within a not-for-profit organisation (through studies, volunteering, or previous work experience)

	4. 	SKILLS & PERSONAL COMPETENCES  

	· Fluent in English (written and spoken), French is an asset
· Demonstrate interest in finance, accounting, operations, ideally within an NGO or nonprofit setting
· Good problem-solving and proactive skills with a track record of raising issues in a constructive way, with a team player mindset
· Ability to work under pressure and manage multiple tasks and meet deadlines in line with priorities and timelines set by the Head of Finance & Corporate Services
· Excellent organizational skills and attention to details
· Strong interpersonal skills and able to work in a multicultural environment
· Open minded, empathic and flexible
· Commitment to gender equality, sexual and reproductive health and rights, non-discrimination and diversity, and young people and youth participation are a must.


  
IPPF is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all employees, volunteers, contractors and partners to share this commitment. Anyone employed with IPPF agrees to sign and adhere to IPPF’s Code of Conduct and Safeguarding (Children and Vulnerable Adults) Policy. 
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