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Romania-Ukraine-Republic of Moldova
CROSS BORDER COOPERATION




    Programme funded by the 
     EUROPEAN UNION

	GENERAL BACKROUND


The general objective of the Joint Operational Programme Romania-Ukraine-Republic of Moldova 2007-2013 is to develop and realise cross-border cooperation projects in the specified programme area. In order to achieve its goals the programme is aiming at setting up a professional and effective Joint Technical Secretariat with educated and experienced international staff covering the programme area.

The Joint Technical Secretariat (JTS) is responsible for the day-to-day programme management, providing potential applicants with information and advice during the application process and accompanies the applicants until the projects are completed. 
The JTS assists the Joint Monitoring Committee and the Joint Managing Authority in carrying out their respective duties. 
The Joint Technical Secretariat (JTS) is set up by the Joint Managing Authority (Ministry of Regional Development and Public Administration, Romania) after consultation with the National Authorities of the other two participating countries (Ministry of Economy from Ukraine and State Chancellery of Republic of Moldova).
The JTS functions in two locations within the Regional Office for Cross Border Cooperation Suceava for the Romanian-Ukrainian border and the Regional Office for Cross Border Cooperation Iasi for the Romanian-Moldovan border. 
The duties of the JTS include activities related to general programme implementation, technical and administrative management, information and publicity. 
More specifically, this includes the preparation of call for proposals; information and publicity activities; the organisation of technical meetings, workshops and info days with the potential applicants and beneficiaries; the participation in the projects selection process and contracting of the selected projects; monitoring progress during the projects implementation; contribution to the regular updating of the programme monitoring system; secretarial tasks in support of the Joint Monitoring Committee including preparation of documents, decisions, minutes and reports.

In order to have a broader view on the programme and the tasks of the JTS please check out the programming document on one of these websites:

http://www.ro-ua-md.net, http://www.brctsuceava.ro 

	ASSISTANT MANAGER


The full time Assistant Manager is ensuring smooth working conditions to the JTS as a responsible person for the general administration of the day-to-day operation, assisting the Head and the staff of the JTS, and is providing/organizing all internal and external secretarial services to all members of staff.

► Tasks

 To carry out all general office work (correspondence, mailing, mailing and address lists, external communication, photocopying, file-keeping, responding to general public requests)

 To assist in compiling and administering data/documents/information for internal use and information to the JTS (staff working/attendance sheets, staff calendar, internal meetings (minutes), holiday sheets)

 To organize/monitor of travel arrangements for all JTS staff members

 To independently answer to general public requests

 To handle the daily mail and courier services, handling special postal services

 To take care of visitors to the office

 To support the international permanent members of JTS staff with arrangements related to moving to or housing in Suceava.

► Profile

Employment criteria

 University degree (economics, public administration, law, technical or other)

 at least 1 year of experience in working with the public

 fluent in spoken and written English

 fluent in spoken and written Romanian

► Assets

 good understanding and knowledge of the programme area

 knowledge of one or more additional national languages spoken in JOP territory (Romania, Ukraine, Republic of Moldova)

 work experience in a public and/or private financial organization or institution

 ambition to work in an international environment 

 very good computer skills: MS Office including Excel and PowerPoint, Internet

 very good communication skills, creative and problem-solving oriented

 a good team worker

 well organized, able to self manage and prioritize his/her tasks

► Available: 1 (at JTS headquarters in Suceava)

► Terms of employment

The position is based on a fixed period contract under the Romanian law (1 year).
► Application procedure

The deadline for submitting the application folder is July 30th, 2015, 16.00 Romanian time.
Interested applicants should submit:

· letter of intention (in English)

· CV in European format (in English)

· identity document (copy)

· legal certificate showing not having a criminal record

· photocopies of the relevant university diplomas and professional experience
* Where these official documents are in other language than Romanian/Moldovan, an authorized English translation is requested 
Please declare on the envelope: Application for the JOP RO-UA-MD - Assistant manager position

Only those applications received by the closing date to this vacancy announcement will be eligible for consideration.
The selection will take place on July 31st, 2015 at 10:00 hours (Romanian time), at the headquarters of Regional Office for Cross Border Cooperation Suceava. 
The selection will have the following sections: written test according to the bibliography, English language test, computer operating skills test, interview and CV analysis.
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