
Job Opportunity - Resource Matters
Office manager

Application deadline : December 17, 2021

Resource Matters is a young non-governmental organization that seeks to help alleviate the natural
resource paradox - pervasive poverty in resource-rich countries. It researches its root causes and
advocates better governance of resources. It mainly focuses on industrial investments in the mining sector
and the energy sector in the Democratic Republic of Congo. Resource Matters has small teams in
Brussels, Belgium and in Kinshasa, DRC.

Resource Matters would like to recruit an office manager to support the Resource Matters team at the
Brussels headquarters.

The successful candidate will start as soon as possible. The contract will be renewable at least once. The
manager will be based in Brussels.

Main tasks

● Manage the organization's budgets
● Control and encode accounting documents
● Prepare financial reports
● Draft contracts for staff, partners, and consultants
● Manage human resources
● Review and improve organizational procedures and oversee their implementation
● Keep and organize administrative, legal and tax documents
● Ensure good logistical planning of professional trips (hotel reservations, flights, etc.);
● Organize meetings, events and seminars
● Write draft letters and other materials
● Assist in writing and proofreading narrative reports
● Assist in identifying and assessing funding opportunities

Qualifications

The ideal candidate will have the following skills and qualifications:

● Diploma in management, administration, finance or equivalent skills through experience
● Have a strong sense of organization and planning
● Be enthusiastic and have sense of humour (strongly desired)
● Have an excellent command of oral and written French (required)
● Have a good command of oral and written English (desired)
● Have a good command of common computer software (Word, Excel, Powerpoint, Internet, ...)
● Be flexible, versatile, proactive and able to find innovative solutions
● Be rigorous, meticulous and detail-oriented
● Be able to work independently
● Have strong communication skills, including in a multicultural context

How to apply

Candidates are invited to send their CV, cover letter as well as the name and contact details of two
references to the following address info@resourcematters.org (subject line: “Resource Matters Office
Manager”) by no later than December 17, 2021. The files will be processed on a rolling basis; applicants
are therefore encouraged to apply as soon as possible.

mailto:info@resourcematters.org

