
  

 
 

  
 

TRAINEESHIP AT CEDEFOP  
 
 
Would you like to gain professional experience in an international environment? 
 
Cedefop, the EU Agency based in Thessaloniki, offers a 1-year traineeship starting on 
1 February 2022. 
 
 

WHAT THE TRAINEESHIP IS ABOUT 
Department/Service DCM / Research Support Service 

 
Project description 
 

The trainee will support the Research Support 
Service, Library and electronic information services 
as well as Cedefop’s performance measurement 
system (PMS) 
 

Project 
outputs/outcomes 

• Information needs of Cedefop’s staff are 
responded to timely.  

• Provided assistance in upgrade/migration of 
library management system. 

• Project teams and publications colleagues 
supported in the use of reference 
management tools following best practices. 

• Ensured business continuity in the collection 
of data for performance measurement 
system. 

• data inventory for all indicators, aggregated 
and disaggregated results of data analyses; 

• information on Cedefop’s performance in 
different formats, e.g. qualitative analysis 
and quantitative overviews in the annual 
reports, see here. 

 
The trainee’s main 
duties and tasks 

The trainee will: 
• Ensure that electronic resources are 

available to Cedefop staff and respond to 
the information needs of Cedefop’s project 
teams. 

• Participate in the migration of library 
management system from KnowAll to 
KnowAll Matrix. 

• Update and maintain Cedefop bibliographic 
database (VET-Bib) with new and 
retrospective cataloguing using KnowAll 
LMS. 

• Collect data for PMS indicators 1 (impact in 
policy documents), 10A (impact in media) 

https://www.cedefop.europa.eu/en/about-cedefop/what-we-do/annual-reports
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and 6 (impact in academic/research 
publications). 

• Support the PMS team in analysing data for 
internal improvement purposes and external 
reporting and communicating PMS results to 
Cedefop colleagues, its Management Board 
and other stakeholders; 

• Assist project managers and Publications 
colleagues in the use of reference 
management tools (EndNote, Referencing 
Guide) and procedures: both with training 
and trouble-shooting. 

• Respond to with requests for articles/books, 
bibliographies, training in online searching 
etc. 

• Support the coordination of Research 
Support Service with provision of usage 
statistics of electronic resources subscribed 
by Cedefop. 

 
Expected learning 
outcomes 

The trainee will gain knowledge of: 
• Relevant regulations of the European 

Commission, together with their 
implementing rules.  

• General organisation of a specialised library 
and information service together with the 
use of library tools, standards etc. 

• Participation in research projects that have 
agency-wide implications and collaborating 
with colleagues from a variety of services 
and departments. 

• Preparing/drafting/analysing performance- 
related information for internal and external 
purposes. 

 
ESSENTIAL REQUIREMENTS 

Academic background • Degree in Library and Information Studies, 
or other Information Management discipline. 

• Fluency in English and knowledge of 
another EU official language.  

• Comfortable with electronic information 
management software. 

 
DESIRABLE 

Experience/exposure • Knowledge / experience with cataloguing 
standards and tools (MARC21, DC),  

• Knowledge / experience with reference 
management tools (EndNote).  

• Knowledge of methods and practical 
experience in monitoring and evaluation.  
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• Service-oriented, analytical skills and 
problem-solving attitude. 

 
 
For further information and on-line application please visit:  
 
https://www.cedefop.europa.eu/en/about-cedefop/recruitment/traineeships   

 
 
Deadline for the submission of applications: 
25/11/2021 at 12.00 Greek time (CET+1) 
 
Only applications submitted online will be accepted 

https://www.cedefop.europa.eu/en/about-cedefop/recruitment/traineeships

