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The Royal Danish Embassy in Tunis is looking for a Team Leader for Administrative and Financial Affairs

Position:		Head of Admin and Finance
Type of employment:	Employment on a local contract, 40 hours/week
Starting date:	1 January 2026 or ASAP thereafter
Location: 		The Royal Danish Embassy in Tunis (Lac 1)
Deadline for application:	03 December 2025

Are you ready to be part of the newly established Royal Danish Embassy in Tunis? We are seeking a responsible, flexible and dynamic Head of Admin and Finance. You will be one of our first employees and a key player in establishing a well-functioning embassy from the beginning – an embassy that is working smoothly and where everyone enjoys coming to work. 

As a member of a small and dynamic team, you are expected to be self-driven and show initiative and independency. We are looking for someone who is a problem solver and who enjoys to be a part of a team. The Embassy values quality, integrity and team spirit and we attach great emphasis to helpfulness, respect and flexibility.

As Head of Admin and Finance you will be responsible for various tasks. You are, however, expected to show the flexibility required for an optimal handling of the portfolio of the team and thus be ready to cover for colleagues during absences and to support colleagues in times of higher work pressure. The tasks to be performed may develop over time, and new tasks may be added to the job. You will be working closely with the ambassador and deputy ambassador.

Main tasks:
· Lead and coordinate all administrative, financial and logistical support functions of the Embassy to ensure efficient day-to-day operations.
· Supervise and manage support staff, organizing task allocation and setting priorities.
· Manage day-to-day financial operations: budget monitoring, payments, banking relations, and contracts with suppliers and service providers.
· Oversee procurement, asset management, and maintenance of premises, including equipment and services necessary for the proper functioning of the mission.
· Establish and adapt internal administrative and logistical procedures to structure and professionalize a new diplomatic mission.
· Serve as the key contact for internal support matters, ensuring efficiency, reliability, and smooth daily operations.
Candidate Profile:
· Proven experience in administration, finance, and team coordination within a diplomatic, international, or complex organizational environment.
· Strong organizational skills, a clear sense of priorities, integrity, autonomy, and initiative.
· Demonstrated ability to lead a small team and maintain clear and constructive communication.
· Flexibility and pragmatism — willingness to take on a wide range of tasks in a newly established structure.
· Excellent interpersonal skills and ability to work in a multicultural and evolving environment.
· Fluency in French and English (both written and spoken) is required. Arabic and/or Danish is an asset.
Employment conditions
· Attractive working conditions, a dynamic professional environment, and a competitive salary commensurate with experience and responsibilities.
· You will be offered full time employment on a local contract based on the relevant legally binding labour market rules of Tunisia.
· As per Tunisian Labor Law, you will go through a 6 months’ probation period 
· Your standard working hours will be 40 hours per week incl. one hour of lunch break.
· You will be entitled to 25 working days of paid holiday per year. 
· Your salary will reflect your qualifications, relevant experience and proven work-related results. 
· The embassy will subscribe to private health insurances for employees.  
Application and recruitment process 
To apply for the position, please send your application (cover/motivation letter, CV, proof of relevant education, recommendations and 2-3 references) to tunamb@um.dk latest by 03 December 2025. 
Applications have to be sent as attachments in PDF format to tunamb@um.dk. 

The Embassy attaches great importance to equal opportunities for all and therefore welcomes applications from all qualified persons regardless of race, sex, religion, age or disability.

Selected candidates will be invited for interviews – expected to take place throughout 10-12 December 2025. 

The chosen candidate must present a “No Criminal Record”, pass a medical check and pass security clearance by the Danish authorities prior to appointment.

About us
The Danish Embassy Tunis is part of the Danish Foreign Service and has recently opened in Tunis. The Embassy covers Tunisia and Libya. The Embassy is an ambitious, high-paced and dynamic workplace. The Embassy has a flat management structure. 

For more information about the Ministry of Foreign Affairs of Denmark, please see Udenrigsministeriet.
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