Schweizerische Eidgenassenschaft Consulate General of Switzerland in Atlanta
Confédération suisse

Confederazione Svizzera

Confederaziun svizra

Accountant / Consular Officer (100 %)

The Consulate General of Switzerland in Atlanta is seeking a qualified and motivated candidate as an
Accountant / Consular Officer in a full-time, permanent capacity, beginning October 1, 2026.

The position is primarily financial, administrative, and client-service oriented, requiring strong accounting,
organizational, and communication skills. The successful candidate will be responsible for managing the
accounting functions of the Consulate General and providing a range of consular services, including civil status
matters and the processing of identity documents for the expatriate community.

As this role involves regular interaction with the public, excellent verbal and written communication skills are
essential, along with a professional, courteous, and customer-focused approach to service delivery.

Additional responsibilities beyond those outlined above may be assigned from time to time, as required to
support the operational needs of the Consulate General.

Duties and Responsibilities:

e Manage all accounting functions, including accounts payable and receivable, payroll processing, banking
transactions, and liaison with U.S. banking institutions.

¢ Assist with the preparation of the annual budget and submitting the monthly financial reports to
Headquarters.

¢ Maintain and update the database of Swiss citizens residing within the consular district.

¢ Review and verify civil status documents and administer civil status-related matters.

¢ Process applications and perform all necessary procedures related to the issuance of Swiss identity
documents.

¢ Respond to consular inquiries and provide assistance to members of the public in person, by telephone,
and in writing.

Requirements: (Please do not apply if you do not meet all requirements listed below):
e Strong accounting skills, numerical aptitude, and understanding of the U.S. banking system.
¢ Excellent written and verbal communication skills in English, with the ability to conduct business
correspondence and interact professionally in person and by telephone.
¢ Very good proficiency in either German or French.
¢ A minimum of two years of experience in an office or administrative environment.
¢ Strong proficiency in Microsoft 365 applications, including Microsoft Teams.
¢ Excellent interpersonal skills, with a professional, courteous, and service-oriented demeanor.
¢ Ability to work collaboratively, manage multiple tasks, and maintain accuracy in a fast-paced environment.
e Must possess valid employment authorization for the United States.

We offer:
¢ Welcoming and collaborative work environment within a foreign diplomatic representation.
e Competitive salary and comprehensive benefits package
¢ Pension plan and 20 days of annual paid vacation.
¢ Paid leave for U.S. federal holidays, as well as selected Swiss national holidays.
¢ Convenient location in Midtown Atlanta, with access to public transportation.

To Apply:

Interested candidates should submit a résumé, cover letter, and salary expectations in PDF format no later
than July 31, 2026, to atlanta.job@eda.admin.ch. To ensure the timely processing of your application,
please include “Consular Officer” in the subject line of your email.

Given the nature of the role and its responsibilities, preference will be given to candidates holding
Swiss citizenship.

» No telephone inquiries will be accepted - only applicants selected for an interview will be contacted.
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