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	European Centre for the 
Development of Vocational Training


NOTICE OF VACANCY

Ref.: 4312/8/2006
Cedefop invites applications for the drawing up of a reserve list for the position of:

secretary 
contract agent (function group ii)
area d – eMedia

m/f
The European Centre for the development of vocational training (Cedefop) is an Agency of the European Union. It supports the European institutions, the governments of Member States and the social partners – employers’ representatives and unions – in the development of initial and continuing vocational training. Cedefop has approximately 130 staff and is based in Thessaloniki, northern Greece. 
In line with the Centre’s communication strategy, the e-Media Service aims at raising the visibility of Cedefop and its electronic products and services; increasing accessibility to all information services; and consolidating Cedefop’s corporate information on the Web.

The successful candidate will assist mainly with the coordination, administrative and technical work of the service.

Responsibilities and tasks

As a member of the e-Media service team,  the successful candidate will carry out the following tasks: 

· Administrative support and  coordination for the e-Media service: 

• 
Administer, draft, type, handle the layout and check the quality of documents using Eurolook, Excel and/or Powerpoint;
• 
Provide administrative support in the launch, evaluation, management and monitoring of calls for proposals/ tenders under the authority of the person responsible; 
• 
Prepare dossiers for negotiation, commitment and signature of contracts.
· Facilitate information and dissemination: 

• 
Ensure collection and preparation of materials for publication and websites;

• 
Ensure reply to external requests for information received via the websites.
· Website management and updating
• 
Provide assistance in regular updating of information;

• 
Edit documents for electronic publication;

• 
Administer the Electronic Training Village (ETV) website users management tool.

Formal requirements

To be considered eligible, applicants must:

· Be a citizen from one of the EU member states

· Have a level of post-secondary education attested by a diploma, or a level of secondary education attested by a diploma giving access to post-secondary education and appropriate professional experience of at least 3 years

· Have a thorough knowledge of one of the languages of the Communities and satisfactory knowledge of another language of the Communities
· Enjoy full rights as a citizen; 

· Have fulfilled any obligations imposed by the laws on military service.
Prospective applicants will be assessed against the following criteria 

· Proven working experience in the relevant field of 3 years, of which 1 year minimum as a secretary or assistant;
· A very high level of oral and written communication in English;
· Advanced computer literacy and fluency with e-mail systems, MS Office suite, knowledge of internet tools and databases;
· Good knowledge of html and web editing tools;
· Excellent communication and organisation skills;
· Good workplace organisation within a complex and demanding environment;

· Ability to build positive and co-operative working relationships;
· Ability to work effectively and with precision under conditions of stress; 

· Ability to work both independently and as part of a team, in a multilingual and multicultural environment. 

The following characteristics will be considered as additional assets

· Previous secretarial experience within an international/multicultural work environment;
· Knowledge of administrative procedures within an EU organisation; 

· Knowledge of a third language (preferably French, Greek or German)
reserve list

A reserve list will be drawn up by Cedefop. Candidates should note that inclusion on the reserve list does not guarantee recruitment.

The reserve list will be valid until 30/06/2007 and may be extended at the discretion of the Appointing Authority.

Contractual conditions

The initial contract is for a duration of 1 year.
The terms of employment are those described in the Conditions of Employment of Other Servants of the European Communities (cf. articles 79 to 119 referring to contract staff).

The basic monthly salary of a contract agent in Function group II (grade 4, step 1) before any deductions or allowances is approximately € 1.730. 
The grade within Function Group II will be determined in the light of the successful applicant’s experience and qualifications.

The place of employment is Thessaloniki, where Cedefop has its official seat.

Selection procedure

Eligibility of candidates will be assessed in compliance with all formal requirements by the closing date for the submission of applications. Selected candidates whose application shows evidence of all competences and skills may be invited for written tests and/or an interview.
Equal opportunities

Cedefop applies a policy of equal opportunities and takes care to avoid any form of discrimination.

Submission of applications

A detailed curriculum vitae (preferably European format: see http://europass.cedefop.eu.int/) and a cover letter should be sent by post to the following address:

Cedefop 

European Centre for the Development of Vocational Training

c/o Josephina Kiorpelidou 

Ref.: 4312/8/2006
PO Box 22427 - Finikas

GR- 55102 Thessaloniki

In order to be considered, applications must clearly quote on the envelop the vacancy reference number.

Reference number:4312/8/2006
Applications should be sent no later than 22 March 2006 (date of postmark).
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