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ИНФОРМАЦИЯ ЗА ОБЯВЕНИ СВОБОДНИ ПОЗИЦИИ В ИНСТИТУЦИИ И ОРГАНИ НА ЕС
Брюксел, 30/10/2015 г. 
Свободни позиции  в институции и органи на Европейския съюз, 
публикувани в периода 22-30 октомври  2015 г.
Информация за основните категории длъжностни лица може да бъде намерена ТУК.
I. КОМАНДИРОВАНИ НАЦИОНАЛНИ ЕКСПЕРТИ 
1. Командирован национален експерт в Европейската служба за външна дейност
Европейската служба за външна дейност обявява свободна позиция за командирован национален експерт, съ-финансиран от изпращащата страна в Делегацията на ЕС в Босна и Херцеговина. Повече информация е приложена. Срокът за номиниране на кандидатури е до 12.00 ч. СЕТ на 10 декември 2015 г. 

2. Командирован национален експерт в Европейската служба за външна дейност
Европейската служба за външна дейност обявява свободна позиция за командирован национален експерт, съ-финансиран от изпращащата страна в дирекция „Управление на кризи и планиране“. Повече информация е приложена. Срокът за номиниране на кандидатури е до 13 ноември 2015 г. 

3. Командирован национален експерт в Европейската служба за външна дейност
Европейската служба за външна дейност обявява свободна позиция за командирован национален експерт за сметка на изпращащата страна в Делегацията на ЕС към международните организации във Виена. Повече информация е приложена. Срокът за номиниране на кандидатури е до 12.00 ч. СЕТ на 1 декември 2015 г. 

4. Командирован национален експерт в Европейската служба за външна дейност
Европейската служба за външна дейност обявява свободна позиция за командирован национален експерт, отговарящ за комуникации и медии в екипа на Специалния представител на ЕС за Афганистан. Повече информация е приложена. Срокът за номиниране на кандидатури е до 20 ноември 2015 г. 

Кандидатстването за обявените позиции за командировани национални експерти е посредством Министерство на външните работи, което отговаря за препращането на кандидатурите до Постоянното представителство. 

II. СЛУЖИТЕЛИ НА ВРЕМЕННИ ДОГОВОРИ 

1. Срочно нает служител в Европейската служба за външна дейност 

Европейската служба за външна дейност обявява процедура за подбор на срочно нает служител – администратор – референт за миграцията в отдел GLOBAL.4 „Глобални въпроси“. Повече информация е приложена. Кандидатстването се извършва посредством Интернет система, достъпна на адрес: https://webgate.ec.europa.eu/eapplication/index.cfm Срок за кандидатстване 12 ноември т.г. 12.00 ч. СЕТ.

2. Срочно нает служител в европейската служба за външна дейност 

Европейската служба за външна дейност обявява процедура за подбор на срочно нает служител в Делегацията на ЕС в Грузия. Повече информация е приложена. Кандидатстването се извършва посредством Интернет система, достъпна на адрес: https://webgate.ec.europa.eu/eapplication/index.cfm Срок за кандидатстване 19 ноември т.г. 17.00 ч. СЕТ.

3. Служители на временни договори в Европейската агенция за отбрана

Европейската агенция за отбрана обявява процедура за подбор на следните служители:

· Project Officer Airworthiness  

· Procurement and Contract Officer  

· Administrative Assistant 

· IT Security Administrator  

Повече информация е приложена. Срокът за кандидатстване е 23 ноември 2015 г. 

ДОКУМЕНТИ ЗА ВСИЧКИ ПОЗИЦИИ ПО Т. I и Т. II: 
[image: image1.emf]Documents Posts all  in one.zip


III. ДРУГИ 

ECHA

Contract Agent
Facility and Security Assistant (M/F)
Ref.: ECHA/CA/III/2015/005
Grade: FG III
Deadline for applications: 23 November 2015 at noon 12:00 Helsinki time (11:00 CET)
Location: Helsinki, Finland
More information: http://echa.europa.eu/web/guest/about-us/jobs/open-positions
Contract Agent
Regulatory Assistant (M/F)
Ref.: ECHA/CA/III/2015/006
Grade: FG III
Deadline for applications: 23 November 2015 at noon 12:00 Helsinki time (11:00 CET)
Location: Helsinki, Finland
More information: http://echa.europa.eu/web/guest/about-us/jobs/open-positions
European Cooperation in Science and Technology
Director of the COST Association
More information: 
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OСНОВНИ КАТЕГОРИИ ДЛЪЖНОСТНИ ЛИЦА

Постоянните длъжностни лица/постоянните служители (fonctionnaires), които се подбират чрез открити конкурси, организирани от Европейската служба за подбор на персонал. Според естеството и значението на служебните си задължения, постоянните служители са разделени в две функционални групи на  „администратори“ и на „асистенти“.

Срочно наетите служители (temporary agents) могат да бъдат наемани да извършват различни задачи в една от следните категории: а) нестандартни (тясно специализирани) или временни задачи; б) за да попълнят недостига на персонал, когато списъците с резерви са изчерпани; в) за „кабинетите“ на комисарите; г) за специфични изисквания в научния сектор. Срочно наетите служители не се различават от постоянните служители на Комисията, освен по това, че са назначени с договори с определен срок.

Договорно наетите служители (contracted agents) изпълняват технически задачи или задачи по административно обслужване или работят в специализирани области, където няма достатъчно постоянни служители с необходимите умения. Те са наемани за определен максимален период, често с по-кратък първоначален договор за 6—12 месеца, в зависимост от вида работа.

Командированите национални експерти (seconded national experts) обикновено са командировани от държавните администрации на държавите членки, така че по-голяма част от тях са национални, регионални или местни държавни служители. Те могат да бъдат командировани за сметка на приемащата институция (в случая ЕК или ЕСВД) или за сметка на изпращаща страна.

Кандидатите за срочно наети служители в ЕСВД трябва да представят сертификат, издаден в рамките на изминали шест месеца от МВнР, с който се потвърждава тяхната принадлежност към дипломатическата служба.
Повече информация за типовете договори може да бъде намерена на адрес: http://ec.europa.eu/civil_service/job/index_en.htm
� EMBED Word.Picture.8 ���








3 | Страница
Постоянно представителство на Република България към Европейския съюз


_1507707130/Documents Posts all in one.zip


Document SNE EEAS BiH co-financed/Bagur-PERM REPs - publication of co-financed SNE post BIH - Oct15 - FR.pdf




Ressources et Centre de Gravité pour les Ressources Humaines en Délégations 
Directeur 



Direction Générale de la Coopération Internationale et du Développement 
COMMISSION EUROPÉENNE 



Bruxelles, le 2 8 OCT. 2015 
SEAE.B A.HR.3/Ares(2015) 



Mesdames et Messieurs les Ambassadeurs, 



J'ai l'honneur de vous informer que nous cherchons un expert national (END) pour un 
détachement au titre de la décision de la Commission C(2008) 6866 auprès de la 
Délégation de l'Union européenne en Bosnie et Herzégovine. 



Vous trouverez également en annexe le profil que je vous serais obligé de bien vouloir 
transmettre aux différents Ministères compétents afin de générer des candidatures 
adéquates. 



Les candidatures seront transmises exclusivement par les Représentations permanentes à 
la Division SEAE.BA.HR. 3 «Agents contractuels, experts nationaux détachées et 
stagiaires » et non aux Délégations concernées. 



Les Représentations permanentes sont priées d'envoyer ces candidatures exclusivement 
par e-mail à SNE-DELEGATIONS@eeas.europa.eu 



Les candidats doivent rédiger un CV en anglais ou français, en format PDF ou Word, 
selon le modèle européen qu'ils pourront trouver à l'adresse suivante: 
http://europass.cedefop.europa.eu/fr/documents/curriculum-vitae 



Seules les candidatures nous parvenant pour le 10 décembre 2015 à 12h00 seront 
traitées et considérées comme répondant à l'avis de vacance. 



Ces candidatures seront examinées par mes services, qui organiseront dans le courant du 
mois de décembre 2015 des panels d'entretiens de sélection pour chacun desdits postes 
en vue de leur pourvoi dans les meilleurs délais et dans les limites des ressources 
budgétaires. 



Aux Représentants permanents des Etats membres 
auprès de l'Union européenne 



Commission européenne, B-1049 Bruxelles - Belgique. Téléphone: (32-2) 299 11 11. 
Bureau: L41 12/41. Téléphone: ligie directe (32-2) 299 18 45. Télécopieur: (32-2) 295 52 65 
e-mail : luc.bagur@ec.europa.eu. 
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Ie voudrais vous demander d'attirer l'attention des différents Ministères et services 
concernés sur le respect des règles de protection des données à caractère personnel et les 
informer que la Commission, de son côté met en œuvre les dispositions do Règlement 
(EC) 45/2001, Les éventuels candidats devraient être informés que leur CV sera diffusé 
aux services de la Commission impliqués dans leur sélection et la gestion de leur 
détachement ainsi qu'aux Délégations concernées, 



le vous remercie de votre collaboration et vous prie de croire. Mesdames et Messieurs les 
Ambassadeurs, à l'assurance de ma haute considération. 



Annexes: L Décision Commission C(2008) 6866 
2, Publication de poste 
3, Description de poste 



Copies ; M. B. Larsson, Directeur SEAE.BA.HR 
M. D. Mellado, Chef de Division SEAE.BA.HR.3 
M. E.-G. Papaioannou, Chef d'Unité DG DEVCO.R4 
M. W. Kowalski, Chef d'Unité DG NEAR.R. l 
M. L.-G. Wigemark, Chef de Délégation BIH 
Mme U, Bolduan, Chef ď Administration ВШ 
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Electronically signed on 23/10/2015 19:01 (UTC+02) in accordance with article 4.2 (Validity of electronic documents) of Commission Decision 2004/563
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Resources and Centre of Gravity of Human Resources in Delegations 
Director 



Brussels, 2 8 OCT, 2015 
EEAS. BA.HR.3/Ares(2015) 



Y our Excellency, 



I am pleased to inform you that we are looking for a national expert (SNE) for a 
secondment to the Delegation of the European Union to Bosnia and Herzegovina, within 
the framework of Commission Decision C(2008) 6866. 



I would be obliged if you could forward the enclosed profile to the various relevant 
Ministries in order to generate adequate applications. 



Applications should be sent only by your Permanent Representation to Division 
EEAS.BA.HR.3 "Contract Agents, Seconded National Experts and Trainees". They shall 
not be sent directly to the Delegation. 



Permanent Representations are kindly requested to send applications by e-mail only to: 
SNE-DELEGAT10NS@eeŁs.euroDa.eu· 



Candidates shall draft their CV in English or French in a PDF or Word version, following 
the European CV form which can be found at the following internet address: 
http://europass.cedefop.europa.eu/en/documents/curriculum-vitae. 



Only applications received in the above-mentioned format by 10 December 2015 at 
12.00 noon will be considered for this call for applications. 



Applications will be examined by my services which will organise selection interviews 
during the course of December 2015. 



To Permanent Representatives 
of the Member States to the European Union 



European Commission, B-1049 Brussels, Belgium. Telephone: (32-2) 299 11 11. 
Office: L-41 12/41. Telephone: direct line (32-2) 299 18 45. Fax: (32-2). -295 52 65. E-mail: luc.bagur@ec.europa.eu 
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I would like to invite you to draw the attention of the various relevant Ministries and 
services in respect of the treatment of personal data and to inform them that the 
Commission for its part implements data protection rales according to Council 
Regulation (EC) n0 45/2001. 



Consequently, possible applicants should be informed that their CV will be circulated to 
Commission services that are involved in the selection and management of their possible 
secondment as well as within. Delegations concerned. 



1 take this opportunity to thank you very much for your cooperation. 



Yours faithfully. 



Mr, I ). Mellado, Head of Division EEAS.BA.HR.3 
Mr E.-G. Papaioannou, Head of Unit DE¥CO.E4 
Mr W. Kowalski, Head of Unit, DG NEAR.R. 1 
Mr L.-G. Wigemark, Head of Delegation BIH 
Mrs U. Bolduan, Head of Administration 



Enclosures; L Commission Decision C(2008) 6866 
2. Vacancy Notice 
3. lob description 



Copies: Mr B. Larsson, Director EEAS.BA.HR 
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Electronically signed on 23/10/2015 19:01 (UTC+02) in accordance with article 4.2 (Validity of electronic documents) of Commission Decision 2004/563
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Call for applicants through Ell Member States" Permanent Représentations to the ELI - October 201S 



COMMISSION 



NOTICE OF VACANCIES 



for posts of 



co-financed SECONDED NATIONAL EXPERTS 



in EUROPEAN UNION DELEGATIONS outside the EU 



Central contact point for applications by e-mail ; 
Division EEAS.BA,HR.3 - SNE-DELEGATIONS@eeas.europf 



Vacant post for job profile "JLS / Rule of law / good governance" 
Poste vacant pour le profil d'emploi « JLS / Etat de droit / bonne gouvernance » 
(see in annex - voir en annexe) 



Delega ion N ' posi 
SYSPER2 Delegation Section Commente 



BIH, Sarajevo 115348 PPI Libre / vacant 



Indicative list which may be completed by additional posts with equivalent profiles for Delegations in the 
same region or for another region 



Listes indicatives susceptibles d'être complétées dans des profils équivalents par des postes 
additionnels pour des Délégations dans ies mêmes régions ou pour d'autres régions. 
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END/SNE - JOB DESCRIPTION 



Job Title: END/SNE - (POL/JLS) 



Job Location: Delegalion of the European Union to Bosnia and Herzegovina, Sarajevo 



Job Number; 115348 



Area of activity: Political Section 



Category: AD 



Duration of secondment: 2 years (extension possible to maximum 4 years) 



>veraH purpose 



Monitor and contribuie to the EU integration process in Bosnia and Herzegovina by following developments in 
the fields of justice, Freedom and Security as well as Public Administration Reform and Good Goveniaice. The 
job in part involves indepeadent work such as assistance in coordination and chairing of a working group of 
Member Stales (as per the below), active contributions to tħe functioning of one of the biggest EU Oelegatíons 
in the world, cooperation with the EU Special Representative on the ground, and coordination with the European 
External Action Service (EEAS) and European Commission in Brussels. In the unique environment of Bosnia 
»d Herzegovina as a country with a status of potential candidate for EU membership, the job is at the interface 
of several EU institutions in a field of key political interest for the EU. 



Functions and Duties 



Functions and Duties derive from the above area and depend on the needs of the EU Delegation. It is envisaged 
that they will include in particular: 



- Coorclinatiiig Local Schengen Cooperation (LSC): coordinate EU Member States and the Schengen Associated 
States in Schengen Cooperation: coordinate the implementation of the Visa Code. Prepare the LSC meeting 
agenda, call and assist in chairing meetings, »d draft minutes. Report to Heat! of Section md relevant 
Operations and EU Special Representative, Commission 1X3 NEAR and DO HOME. 



- Point of contact for the Local Consular Protection Coordination meetings (LCP): actively participate in regula* 
LCP meetings chaired by an EU Member State, on the basis of the LCP guidelines adopted in 2011. Report to 
Head of Section, Commission DG NEAR, DO JUST and EEAS. 



- FollowÍHg the Post Visa Liberalisation Monitoring Mechanism (PVLMM) in cooperation with the Rule of Law 
Section:, proceed in accordance with the visa roadmap» tie EU regulation 539/2001 and the Council decisioiron 
PVLMM. Monitor the farther impiementation of the benchmarks in the visa roađmap. monitor the situation with 
regard to the visa free regime and report to Head of Section, relevant Operations colleagues and EIJSK, 
Commission DG NEAR and DG HOME. Attend meetings organised by Brussels in the framework of PVLMM 
and participate in the Commission's IAI-net network. Prepare the programme for EU MS expert visits. 



- Monitoring the political developments in the civil service sector: work closely with responsible OPS task 
manager for Public Administration and SIGMA and monitor the process of implementation of Public 
Administration Reform (PAR) as part of a broader reform agenda in Bosnia and Herzegovina. Axt as a contact 
point and coordinator preparing P AR Special Group meetings. To follow the implementation of the civil service 
laws at all levels of government. Participate in the Commission's PAR-net network. 











- Following broader political developments fiat have impact on the core work portfolio; produce input for BUD 
política! reporting tools, such as: i) regular political reporting, ii) special reports, iii) Stabilisation and 
Association Process (SAP) reports and iv) Progress Report, Assist the Head of Section in co-ordinating the 
activities in the fields of responsibility, where required. 



University diploma law, political science, economy, business administration or 
any other related field 



Experience of at least 3 years in a related area at institutional level; analysis and 
reporting capacity; experience in third countries or international settings 
(Embassy, International organization, NGO, etc.) is an advantage; overall 
knowledge of EU institutions, policies (CFSP-CSDP, ILS, EU external action at 
large) and decision-making processes; knowledge of geographic area in 
question (Western Balkans) and relevan! regional integration processes is an 
advantage 



Skills 



Thorough knowledge (capacity to write «d speak) in English is required. 
Knowledge of the official languages of the host country (Bosnian / Serbian / 
Croatian) or of French is an advantage. 



Capacity to work and communicate under tirne constraints in an international 
diplomatic and multilingual environment. 



Teamwork, coordination and communication skills. 



Solid analytical capability as well as drafting and reporting skills, ability to 
grasp problems and capacity to identify issues and solutions. 



Not applicable, except for coordination and chairing of a local working group of 
EU Member States under the overall responsibility of the Head of Delegation. 



Personal Qualities 



Dynamic, motivated and flexible personality, able to adapt quickly to new situations and dealing with new 
challenges. 
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COMMISSION DECISION 



of 12.11.2008 



laying down rules on the secondment to the Commission of national experts 
and national experts in professional training 



 



THE COMMISSION OF THE EUROPEAN COMMUNITIES, 



Having regard to the Treaty establishing the European Community, 



Whereas: 



(1) Seconded national experts (SNEs) should enable the Commission to benefit from the 
high level of their professional knowledge and experience, in particular in areas where 
such expertise is not readily available. 



(2) It is highly desirable to foster the exchange of professional experience in, and 
knowledge of, European policies by temporarily assigning experts from the 
administrations of the Member States to the Commission, even for short periods. For 
the same reason, steps should also be taken to facilitate the use of experts drawn from 
the administrations of Member States of the European Free Trade Area (EFTA), 
candidate countries that have reached an agreement with the Commission on personnel 
matters, and public intergovernmental organisations (IGOs). 



(3) In order to ensure that the Commission's independence is not compromised by private 
interests, it should be stipulated that SNEs must come from a national, regional or 
local public administration or an IGO. The secondment of an SNE by an employer 
other than a national, regional or local public administration or an IGO should be 
authorised only on a case-by-case basis, once it has been ascertained that the SNE's 
employer is part of the public sector or is an independent university or research 
organisation that does not seek to make profits for redistribution. 



(4) In order to avoid any conflict of interests, the rights and obligations of SNEs, as set out 
in this Decision, should ensure that they carry out their duties solely in the interests of 
the Commission. 



(5) In view of their special status, it should be stipulated that SNEs acting alone will not 
exercise any of the responsibilities that belong to the Commission by virtue of the 
powers conferred upon it, unless specially empowered to do so in writing by the 
Director-General of the department to which they are seconded. 
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(6) It is desirable to consolidate the Rules applicable to SNEs in a single text, preserving 
their specific features while also simplifying them and, in the case of working 
conditions and the granting of subsistence allowances, by bringing them as much as 
possible into line with the Staff Regulations of Officials and the Conditions of 
Employment of Other Servants of the European Communities, but without actually 
assimilating SNEs to these categories.  



(7) Steps should be taken to make it easier to review subsistence allowances, taking 
account of adjustments to the basic salaries of Community officials in Brussels and 
Luxembourg. 



(8) In view of the importance of training officials of the Member States – and, where 
appropriate, of EFTA countries, candidate countries and IGOs – in Community 
policies and the Commission's working methods, a specific legal and administrative 
framework for the induction and professional training of these officials, to be known 
as national experts in professional training (NEPTs), should be set up. 



(9) The Permanent Representations of the European Union Member States play a crucial 
role in implementing these Rules and should therefore enjoy a particularly close 
working relationship with the Commission,  



HAS ADOPTED THIS DECISION:  



TITLE I 



SECONDED NATIONAL EXPERTS 



Chapter I 



General provisions 



Article 1 
Scope and definitions 



1. These Rules shall apply to national experts seconded to the Commission (hereinafter 
referred to as SNEs or seconded national experts).  



Seconded national experts are staff employed by a national, regional or local public 
administration or an IGO, who are seconded to the Commission so that it can use 
their expertise in a particular field. 



For the purposes of this Decision, the public administration means all State 
administrative services at central, federal and regional level, comprising ministries, 
government and parliament services, the courts, central banks, and the administrative 
services of local authorities, as well as the decentralised administrative services of 
the State and of such authorities. 
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The persons covered by these Rules must have worked for their employer on a 
permanent or contract basis for at least 12 months before their secondment and shall 
remain in the service of that employer throughout the period of secondment. 



The SNE's employer shall thus undertake to continue to pay his salary, to maintain 
his administrative status (permanent official or contract staff member) throughout the 
period of secondment and to inform the Directorate-General for Personnel and 
Administration of any change in the SNE's situation in this regard. The SNE's 
employer shall also continue to be responsible for all his social rights, particularly 
social security and pension. The termination of or change in the SNE's administrative 
status (permanent official or contract staff member) may lead to the termination of 
his secondment by the Commission, without notice, in accordance with Article 
10(2)(c). 



2. Notwithstanding the second subparagraph of paragraph 1, the Director-General of 
Personnel and Administration may, on a case-by-case basis, authorise the 
secondment of an SNE from an employer other than a State public administration or 
an IGO if the interests of the Commission warrant bringing in specific expertise as a 
temporary measure, provided that the SNE's employer: 



– is an independent university or research organisation which does not set out to 
make profits for redistribution; or 



– is in fact part of the public sector. 



For the purposes of this Decision, to qualify as being part of the public sector the 
SNE's employer must meet all the following conditions: 



– it must be attached to a public administration, as defined in paragraph 1, and 
specifically it must have been created by legislation or regulation; 



– its resources must come primarily from public funding; 



– any activities in which it competes against other private or public entities on 
the market must represent less than half of its activities. 



Exceptionally, and where justified by the interest of the service, the Member of the 
Commission responsible for personnel matters may authorise the secondment of an 
SNE by an employer that does not meet one or more of the above criteria. The 
Commission Member shall regularly report to the Commission on the use of this 
procedure. 



To this end, the Permanent Representation concerned and, where appropriate, the 
EFTA Secretariat, the IGOs and the diplomatic missions of the non-member 
countries concerned shall supply the Directorate-General for Personnel and 
Administration with all the necessary facts to enable the Director-General to assess 
whether the various criteria are satisfied and to take an informed decision. 
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The Directorate-General for Personnel and Administration shall, if necessary, clarify 
the arrangements for implementing the different criteria and communicate them to 
the Permanent Representations of the EU Member States, the EFTA Secretariat and 
the IGOs concerned, or a country associated with a Community programme by a 
Council decision. 



3. Except where the Director-General for Personnel and Administration grants a 
derogation, an SNE must be a national of an EU or EFTA Member State or a country 
with which the Council has decided to open accession negotiations and which has 
concluded a specific agreement with the Commission on staff secondments.  



4. When a secondment is being planned, the Commission shall ensure the geographical 
and gender balance and compliance with the principle of equal opportunities, in 
accordance with the principles set out in Article 1d and Article 27 of the Staff 
Regulations. 



The Directorate-General for Personnel and Administration shall monitor compliance 
and, in the event of a serious imbalance at Commission or Directorate-General (DG) 
level, shall take the necessary corrective measures to ensure balanced representation 
of SNEs. 



5. Any reference in these Rules to a person of the male sex shall be deemed also to 
constitute a reference to a person of the female sex, and vice-versa, unless the 
context clearly indicates otherwise. 



Article 2 
Cost-free seconded national experts 



1. For the purposes of this Decision, “cost-free SNEs” means SNEs for whom the 
Commission does not pay any of the allowances provided for in Chapters III and VI 
or cover any of the expenses provided for in this Decision, other than those related to 
the performance of their duties during their secondment. 



2. Cost-free SNEs may be seconded from the public administration, as defined in 
Article 1(1), of an EU or EFTA Member State or a country with which the Council 
has decided to open accession negotiations and which has concluded a specific 
agreement with the Commission on staff secondments, or from an IGO, as part of an 
agreement and/or exchange programme with the Commission. 



3. In addition, the Director-General of Personnel and Administration may authorise the 
secondment of cost-free SNEs on a case-by-case basis, taking into consideration their 
place of origin, the DG in question, the geographical balance and the work to be 
carried out.  



4. Cost-free SNEs shall be taken into account in the Commission's annual decision on 
the final allocation of human resources and decentralised administrative expenditure. 
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Article 3 
Selection procedure 



1. SNEs shall be selected according to an open and transparent procedure, the practical 
details of which shall be decided by the Directorate-General for Personnel and 
Administration. 



2. Before the secondment, the Directorates-General must have been authorised to use 
SNEs under the APS/PDB procedure and the Commission's annual decision on the 
final allocation of human resources and decentralised administrative expenditure. 



3. Applications shall be forwarded by the Permanent Representations and, where 
provided for in the vacancy notice, by the EFTA Secretariat, the diplomatic missions 
of the non-member countries whose nationals are eligible for the secondment and the 
administrations of the IGOs. 



4. Notwithstanding the provisions of Articles 25 and 27, the secondment shall be 
authorised by the Director-General for Personnel and Administration and effected by 
an exchange of letters between that Director-General and the Permanent 
Representation of the Member State concerned or, as the case may be, the EFTA 
Secretariat, the diplomatic missions of the non-member countries whose nationals are 
eligible for the secondment and the IGOs. 



Article 4 
Period of secondment 



1. The initial period of secondment may not be less than six months or more than two 
years. It may be renewed once or more, up to a total period not exceeding four years. 
Exceptionally, at the request of the DG concerned and where the interests of the 
service warrant it, the Director-General of Personnel and Administration may 
authorise one or more extensions of the secondment for a maximum of two more 
years at the end of the four-year period. 



In cases where an SNE has been seconded as a national expert in professional 
training within the meaning of Article 30 during the six years preceding his 
secondment as an SNE, the period of the traineeship shall be deducted from the 
maximum period of six years provided for in the previous paragraph. 



2. The initial duration of the secondment shall be specified in the exchange of letters 
referred to in Article 3(4). Any extension of the period of secondment shall be the 
subject of a new exchange of letters. 



3. An SNE who has already been seconded to the Commission may be seconded to it 
another time subject to the internal rules governing the maximum length of time such 
persons may spend in the Commission departments, and subject further to the 
following conditions: 



a) the SNE must continue to meet the conditions for secondment;  
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b) a period of at least six years must have elapsed between the end of the previous 
period of secondment and the new secondment; if at the end of the previous 
secondment the SNE received an employment contract with the Commission, 
the duration of that contract or secondment shall be taken into account when 
calculating the six-year period referred to above. 



The minimum period of six years referred to at b) shall not be required if the 
previous secondments lasted for less than four years, but in that case the new 
secondment shall not exceed the unexpired part of the four-year period, without 
prejudice to the possibility of extending it by up to two more years, as provided for in 
paragraph 1. 



Article 5 
Place of secondment 



SNEs may be seconded to any place of employment of Commission officials. 



Article 6 
Tasks 



1. SNEs shall assist Commission officials or temporary staff. They may not perform 
middle or senior management duties, even when deputising for their immediate 
superior. 



2. An SNE shall take part in missions or external meetings only as part of a delegation 
led by a Commission official or temporary staff member or, if on his own, as an 
observer or for information purposes. 



3. In all other cases, by way of derogation from paragraph 2, the Director-General of 
the department concerned may give a specific mandate to the SNE to participate on 
his own in one or more missions or external meetings, after having ensured that there 
is no potential conflict of interest. 



In such cases the Director-General of the department concerned shall give the SNE 
clear and specific written instructions on the position to be adopted during the 
missions or meetings in question. 



The Director-General may delegate his power to derogate within his DG.  



Under no circumstances may an SNE on his own represent the Commission with a 
view to entering into commitments, whether financial or otherwise, or negotiating on 
its behalf. 



An SNE may, however, represent the Commission in legal proceedings as co-agent 
with an official. 



4. The Commission shall remain solely responsible for approving the results of any 
tasks performed by an SNE and for signing any official documents arising from 
them. 
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5. The Commission departments concerned, the SNE’s employer and the SNE must 
ensure that there is no conflict of interest in relation to the SNE’s duties while 
seconded to the Commission.  



For this purpose, the department to which the SNE is to be seconded shall inform the 
SNE and his employer before the start of the secondment about the intended duties 
and ask them to confirm in writing that they do not know of any reason why the SNE 
should not be assigned to those duties.  



The employer and the SNE shall also undertake to inform the Director-General of the 
department to which the SNE is seconded of any change of circumstances during the 
secondment which could give rise to any such conflict. 



The department to which the SNE is seconded shall keep a copy of all such 
exchanges of correspondence in its records and shall hand it over to the Director-
General of Personnel and Administration on request. 



6. Where the DG to which an SNE is to be seconded considers that the nature of its 
activities requires particular security precautions, security clearance shall be obtained 
prior to recruitment. Where necessary, the DG concerned shall consult the Security 
Directorate. 



7. Failure on the part of the SNE to comply with his obligations arising from 
paragraphs 2, 3 or 5 shall entitle the Commission, if it sees fit, to terminate the 
secondment of the SNE pursuant to Article 10(2)(c). 



Article 7 
Rights and obligations 



1. During the period of secondment:  



a) The SNE shall carry out his duties and conduct himself solely with the interests 
of the Communities in mind. He shall neither seek nor take instructions from 
any government, authority, organisation or person outside the Commission. He 
shall carry out the duties assigned to him objectively, impartially and in 
keeping with his duties of loyalty to the Communities.  



b) An SNE wishing to engage in an outside activity, whether paid or unpaid, or to 
carry out any assignment outside the Communities shall be subject to the 
Commission's rules on prior authorisation for officials1. The department 
concerned shall consult the SNE's employer before issuing an authorisation. 



c) The SNE shall refrain from any action or behaviour which might reflect 
adversely upon his position and from any form of psychological or sexual 
harassment2. 



                                                 
1 Article 12b of the Staff Regulations and the provisions implementing this Article shall apply mutatis 



mutandis. 
2 Article 12a of the Staff Regulations and the provisions implementing this Article shall apply mutatis 



mutandis. 
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d) The SNE shall not, in the performance of his duties, deal with a matter in 
which, directly or indirectly, he has any personal interests such as to impair his 
independence, and, in particular, family and financial interests. If he has 
occasion in the performance of his duties to deal with such a matter, he shall 
immediately inform his Head of Unit, who will take any appropriate measure 
and may, in particular, relieve the SNE of responsibility in this matter. 



The SNE may neither keep nor acquire, either directly or indirectly, in 
undertakings which are subject to the authority of the Commission or which 
have dealings with the Commission, any interests of such kind or magnitude as 
might impair his independence in the performance of his duties. 



The SNE shall declare any gainful activity performed in a professional capacity 
by his spouse, as defined by the Staff Regulations.  



e) The SNE shall refrain from any unauthorised disclosure of information 
received in the line of duty, unless that information has already been made 
public or is accessible to the public. 



f) The SNE has the right to freedom of expression, with due regard for the 
principles of loyalty and impartiality. 



 The SNE who intends to publish or cause to be published, whether alone or 
with others, any text on a matter relating to the work of the Communities shall 
inform his Head of Unit in advance. Where the Head of Unit is able to 
demonstrate that the publication is liable seriously to prejudice the legitimate 
interests of the Communities, he shall inform the SNE of his decision in 
writing within 30 working days of receipt of the information. If no such 
decision is notified within the specified period, the Head of Unit shall be 
deemed to have had no objections. 



g) All rights in any work done by the SNE in the performance of his duties shall 
be the property of the Community. 



h) The SNE shall reside at the place of secondment or at no greater distance 
therefrom as is compatible with the proper performance of his activities. 



i) Based on his professional knowledge and experience, the SNE shall assist and 
tender advice to the superiors in the Commission to whom he is assigned and 
shall be responsible to his superiors for performance of the tasks entrusted to 
him. 



2. Failure to comply with any of the provisions of paragraph 1 during the period of 
secondment shall entitle the Commission, if it sees fit, to terminate the SNE's 
secondment pursuant to Article 10(2)(c). 



3. At the end of the secondment the SNE shall continue to have a duty of loyalty to the 
Communities and be bound by the obligation to act with integrity and discretion in 
the exercise of new duties assigned to him and in accepting certain posts or 
advantages. 
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Article 8 
Professional experience and knowledge of languages 



1. To qualify for secondment to the Commission a national expert must have at least 
three years' experience of administrative, legal, scientific, technical, advisory or 
supervisory functions which can be regarded as equivalent to those of function 
groups AD or AST – this latter function group being taken into consideration only 
for highly specialised job profiles – as defined in the Staff Regulations of Officials 
and the Conditions of Employment of Other Servants of the European Communities. 



2. The SNE must produce evidence of a thorough knowledge of one of the Community 
languages and a satisfactory knowledge of another Community language to the 
extent necessary for the performance of his duties. An SNE from a non-member 
country must produce evidence of a thorough knowledge of one Community 
language necessary for the performance of his duties. 



Article 9 
Suspension of secondment 



1. At the written request of the SNE or his employer, and with the latter's agreement, 
the Commission may authorise suspensions of periods of secondment and specify the 
terms applicable. During such suspensions: 



a) the subsistence allowances referred to in Article 17 shall not be payable; 



b) the travel expenses referred to in Article 19 shall be payable only if the 
suspension is at the Commission’s request. 



2. The period of suspension shall not be counted in the period of secondment as defined 
in Article 4. 



Article 10 
Termination of periods of secondment 



1. Subject to paragraph 2, the expert's secondment may be terminated at the request of 
the Commission or the SNE’s employer, subject to three months’ notice, or at the 
SNE’s request, subject to the same period of notice and with the agreement of the 
Commission and the SNE's employer.  



2. In exceptional circumstances the secondment may be terminated without notice: 



a) by the SNE’s employer, if the employer’s essential interests so require; 



b) by the Commission and the employer acting jointly, at the request of the SNE 
addressed to both parties, if the SNE’s personal or professional interests so 
require; 



c) by the Commission in the event of failure by the SNE or his employer to 
respect their obligations under this Decision; the Commission shall 
immediately inform the SNE and his employer accordingly. 
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Chapter II 



Working conditions 



Article 11 
Social security 



1. Before the period of secondment begins, the national public administration or IGO 
from which the SNE is to be seconded shall certify that he will remain, throughout 
the period of secondment, subject to the social security legislation applicable to the 
public administration that employs him and is responsible for expenses incurred 
abroad. To this end, the SNE’s employer shall provide the Commission with the 
certificate referred to in Article 11(1) of Council Regulation (EEC) No 574/723.  



For SNEs seconded to a Commission delegation in a non-member country, the 
national public administration or IGO from which the SNE is seconded shall provide 
sufficiently high ceilings for reimbursement to cover the medical expenses incurred 
in the country concerned and the cost of repatriation on health grounds, should this 
be necessary. 



2. From the day on which their secondment begins, SNEs shall be covered by the 
Commission against the risk of accident. The Commission shall provide them with a 
copy of the terms of this cover on the day on which they report to the appropriate 
department of the Directorate-General for Personnel and Administration to complete 
the administrative formalities related to the secondment. 



3. A SNE who cannot be covered by a public sickness insurance scheme may apply to 
have this risk insured by the Commission. The SNE shall pay half the relevant 
insurance premium and his contribution shall be deducted monthly from the 
subsistence allowances referred to in Article 17. 



Article 12 
Working hours 



1. The working hours for SNEs shall be the same as those in force at the Commission4. 



2. An SNE shall serve on a full-time basis throughout the period of secondment. 
Following a duly justified request originating from the DG concerned, the Director-
General of Personnel and Administration may allow an SNE to work part time, 
provided the SNE's employer agrees and the arrangement is compatible with the 
smooth running of the department. 



                                                 
3 OJ L 74, 27.3.1972, p. 1. 
4 Articles 55, 56 and 56c of the Staff Regulations and the provisions implementing these Articles shall 



apply mutatis mutandis. 
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Article 13 
Sick leave 



1. The rules in force at the Commission on absence due to sickness or accident shall 
apply to SNEs5. 



2. Where the period of sick leave exceeds three months or the length of time worked by 
the SNE, whichever is longer, the subsistence allowances referred to in Article 17 
shall be automatically suspended. 



Sick leave may not extend beyond the duration of the secondment of the person 
concerned. 



3. SNEs who are the victim of a work-related injury which occurs during the 
secondment shall continue to receive the subsistence allowances in full throughout 
the period during which they are unfit for work. These allowances shall not, 
however, be paid beyond the end of the period of secondment. 



Article 14 
Annual and special leave 



1. With the exception of the provisions relating to grade, the rules in force at the 
Commission on annual and special leave, applicable to officials, shall apply to 
SNEs6. 



2. Leave shall be subject to prior authorisation by the department to which the SNE is 
seconded. In the event of unauthorised absence within the meaning of Article 60 of 
the Staff Regulations, subsistence allowances shall not be paid. 



3. Upon a duly justified request from the SNE’s employer, the SNE may be granted up 
to two days of special leave by the Commission in a 12-month period to visit his 
employer. 



4. Days of annual leave not taken by the end of the period of secondment shall be 
forfeited. 



Article 15 
Maternity leave 



1. The rules in force at the Commission on maternity leave shall apply to SNEs7. While 
on maternity leave the SNE shall receive the subsistence allowances referred to in 
Article 17. 



                                                 
5 Articles 59 and 60 of the Staff Regulations and the provisions implementing these Articles shall apply 



mutatis mutandis. 
6 Articles 57 and 59a of and Annex V to the Staff Regulations and the provisions implementing these 



Articles shall apply mutatis mutandis. 
7 Article 58 of the Staff Regulations and the provisions implementing this Article shall apply mutatis 



mutandis. 
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2. Where the rules that are binding upon the SNE's employer provide for a period of 
maternity leave longer than that granted by the Commission, the secondment may, at 
the SNE's request, be interrupted for the period by which that leave exceeds the leave 
granted by the Commission. 



A period equivalent to the break may be added to the end of the secondment if the 
interests of the Commission warrant it. 



3. An SNE may, as an alternative, apply for a break in the secondment to cover the sum 
of the periods allowed for maternity leave. In that case, the second subparagraph of 
paragraph 2 shall apply.  



Article 16 
Management and control 



For SNEs seconded to locations other than Brussels or Luxembourg, day-to-day 
administrative and financial management, such as the calculation and payment of subsistence 
allowances and travel allowances, shall be the responsibility of the DG or service to which the 
SNE is assigned. 



A copy of the administrative situation of these SNEs and of any modifications to it, as well as 
statistical information concerning them, shall be sent monthly to the responsible Unit of the 
Directorate-General for Personnel and Administration. 



Chapter III 



Allowances and expenses 



Article 17 
Subsistence allowances  



1. An SNE shall be entitled, throughout the period of secondment, to a daily subsistence 
allowance and a monthly subsistence allowance. 



On the date of entry into force of this Decision: 



– the daily subsistence allowance for Brussels and Luxembourg shall be 
€119.39; 



– the monthly subsistence allowance shall be paid in accordance with the 
following table: 
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Distance between place of origin and place of 
secondment (km) 



Amount in € 



0 – 150 0 



> 150 76.74 



> 300 136.42 



> 500 221.71 



> 800 358.14 



> 1300 562.80 



> 2000 673.67 



 



2. These subsistence allowances shall be granted under the same conditions as the 
expatriation allowance for officials8. 



3. In the case of cost-free SNEs, the exchange of letters referred to in Article 3(4) shall 
stipulate that these allowances will not be paid. 



4. The subsistence allowances for SNEs seconded to an EU Member State other than 
Belgium or Luxembourg shall be subject to the weighting set by the Council 
pursuant to Article 64 of the Staff Regulations. 



5. The adjustments to remuneration adopted by the Council pursuant to Article 65 of 
the Staff Regulations shall apply automatically to the subsistence allowances in the 
month following their adoption. The Directorate-General for Personnel and 
Administration shall be responsible for implementing this provision and shall publish 
the new rate for subsistence allowances on the Commission's internet site. 



6. These allowances are intended to cover SNEs' living expenses in the place of 
secondment on a flat-rate basis and shall in no circumstances be construed as 
remuneration paid by the Commission. 



Before the secondment, the SNE's employer shall certify to the Directorate-General 
for Personnel and Administration that during the secondment it will maintain the 
level of remuneration the SNE was receiving at the time of his secondment. 



The SNE shall inform the Director-General of Personnel and Administration of any 
allowance similar to the subsistence allowances paid by the Commission received 
from other sources. This amount shall be deducted from the subsistence allowances 
paid by the Commission. Following a duly justified request from the employer, the 
Commission may decide not to make this deduction. 



7. Subsistence allowances shall be payable for every day of the week, including during 
periods of mission, annual leave, special leave and holidays granted by the 
Commission. 



                                                 
8 Article 4 of Annex VII to the Staff Regulations and the provisions implementing this Article shall apply 



mutatis mutandis. 
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8. When the SNE starts the secondment, the first 75 days of the subsistence allowances 
to which he is entitled shall be advanced in the form of a lump sum, and the 
allowances shall not be paid during the corresponding period. This lump sum shall be 
paid by the 25th day of the month for SNEs starting on the first day of the same 
month. For SNEs starting on the 16th day of the month, this lump sum shall be paid 
by the 10th day of the following month. If the secondment is ended during the first 
75 days, the SNE shall return the amount corresponding to the remainder of that 
period.  



9. Subsistence allowances shall be paid no later than the 25th day of each month. 



Article 18 
Place of origin 



1. For the purposes of this Decision, "place of origin" means the place where the SNE 
performed his duties for his employer at the time of his secondment. The place of 
secondment shall be the place where the Commission department to which the SNE 
is seconded is located. Both places shall be identified in the exchange of letters 
referred to in Article 3(4).  



2. If, six months before his secondment to the Commission as an SNE, a national expert 
already has his main residence in a place other than that in which the employer’s 
headquarters is located, the place of origin shall be deemed to be whichever of the 
places is closer to the place of secondment. 



Article 19 
Travel expenses 



1. An SNE, if not seconded on a cost-free basis, shall be entitled, for himself, to the 
reimbursement of the cost of his travel between his place of origin and the place of 
secondment, as defined in Article 18, at the beginning and end of his secondment. 



2. Travel expenses shall be reimbursed in accordance with the relevant rules and 
conditions in force at the Commission9. 



3. By way of derogation from paragraph 1, an SNE who proves that he will be assigned 
to a place other than his place of origin at the end of the secondment shall be entitled 
to reimbursement of the travel expenses to that new place under the conditions laid 
down in paragraph 2. However, this reimbursement may not be more than the 
amount that would have been paid had the SNE returned to his place of origin. 



                                                 
9 Article 7(1) and (2) of Annex VII to the Staff Regulations and the provisions implementing these 



Articles shall apply mutatis mutandis. 
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4. The Commission shall not reimburse any expenses referred to in the preceding 
paragraphs if they have been met by the employer or any other body. The Permanent 
Representation concerned or, as the case may be, the EFTA Secretariat, IGOs or 
diplomatic missions of the non-member countries concerned shall inform the 
competent department of the Directorate-General for Personnel and Administration 
to this effect. 



Article 20 
Missions and mission expenses 



1. SNEs may be sent on mission subject to Article 6. 



2. Mission expenses shall be reimbursed in accordance with the relevant rules and 
conditions in force at the Commission10. 



Article 21 
Training 



SNEs shall be entitled to attend training courses organised by the Commission if the interests 
of the Commission warrant it. The interests of the SNE, in particular with a view to his 
reinstatement into his original administration after the secondment, may be considered when a 
decision is taken on whether to allow him to attend a training course. 



Article 22 
Administrative provisions 



1. SNEs shall report to the relevant department of the Directorate-General for Personnel 
and Administration on the first day of secondment to complete the requisite 
administrative formalities. They shall take up duty on either the first or the sixteenth 
day of the month. 



2. SNEs seconded to places other than Brussels shall report to the appropriate 
department of the Commission in the place of secondment. 



                                                 
10 Articles 11 and 12 of Annex VII to the Staff Regulations and the provisions implementing these 



Articles shall apply mutatis mutandis. 
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Chapter IV 



Complaints 



Article 23 



Without prejudice to the possibilities for instituting proceedings after taking up his position, 
under the conditions and time limits laid down in Article 230 of the EC Treaty, any SNE may 
submit a complaint to the Unit of the Directorate-General for Personnel and Administration 
responsible for complaints and requests under the Staff Regulations about an act adopted by 
the Commission services under this Decision which adversely affects him, with the exception 
of decisions which are direct consequences of decisions taken by his employer.  



The complaint must be lodged within two months. The period shall start to run on the date of 
notification of the decision to the person concerned, but in no case later than the date on 
which the latter received such notification. The Director-General of Personnel and 
Administration shall notify the person concerned of his reasoned decision within four months 
from the date on which the complaint was lodged. If at the end of that period no reply to the 
complaint has been received, this shall be deemed to constitute an implied decision rejecting 
it. 



Chapter V 



SNEs paid from research appropriations for direct actions 



Article 24 



This Decision shall also apply to SNEs whose allowances are paid from research 
appropriations for direct actions allocated to the Joint Research Centre. 



Article 25 



In the case of SNEs seconded to the Joint Research Centre, the powers devolved to the 
Director-General of Personnel and Administration pursuant to this Decision shall be exercised 
jointly by the Director-General of Personnel and Administration and the competent Director-
General. The latter shall be authorised to delegate these powers to officials under his 
authority. 
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Chapter VI 



SNEs seconded to Commission delegations 



Article 26 



This Decision shall apply to SNEs seconded to Commission delegations.  



Article 27 



In the case of SNEs seconded to Commission delegations, the powers devolved to the 
Director-General of Personnel and Administration pursuant to this Decision shall be exercised 
jointly by the Director-General of Personnel and Administration and the Director-General of 
External Relations. The latter shall be authorised to subdelegate these powers to officials 
acting under his authority. 



Article 28 



1. The subsistence allowances referred to in Article 17 shall be paid in euros in 
Belgium. They shall be subject to the weighting applicable to the remuneration of 
officials employed in Belgium. 



2. By way of derogation from paragraph 1, the Director-General of External Relations 
may, at the SNE's request, authorise the payment of subsistence allowances in the 
currency of the place of secondment or, in exceptional and duly justified cases and in 
order to maintain purchasing power, in another currency. The allowances shall then 
be subject to the weighting provided for in Article 12 of Annex X to the Staff 
Regulations and converted at the corresponding exchange rate. 



3. An allowance for living conditions, fixed according to the same criteria as those laid 
down in Article 10 of Annex X to the Staff Regulations, shall be paid to SNEs 
seconded to Commission delegations in a non-member country. The daily 
subsistence allowance referred to in Article 17(1) of these Rules shall constitute the 
reference amount referred to in Article 10 of Annex X to the Staff Regulations. The 
living conditions allowance shall be charged to the budget of the unified external 
service. 
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TITLE II 



NATIONAL EXPERTS IN PROFESSIONAL TRAINING 



Article 29 
General provisions and definitions 



1. National experts in professional training (hereinafter referred to as NEPTs) are staff 
from the public administrations of EU or EFTA Member States or, depending on the 
places available, of countries with which the Council has decided to open accession 
negotiations and which have concluded a specific agreement with the Commission 
on staff secondments, or from IGOs, who are admitted to Commission departments 
for professional training purposes. 



2. The provisions of Article 1(1), (3), (4) and (5) shall apply by analogy to NEPTs. 



Article 30 
Purpose of the professional training 



1. The purpose of the professional training is: 



– to give NEPTs experience of the Commission's working methods and policies; 



– to enable them to gain practical experience and understanding of the day-to-
day work of the Commission departments and to give them the opportunity to 
work in a multicultural, multilingual environment; 



– to enable staff of national administrations to put into practice the knowledge 
they have acquired in their studies, particularly in their respective areas of 
responsibility. 



2. For its part, the European Commission: 



– benefits from the input of people who can offer a new point of view and up-to-
date knowledge which will enrich the daily work of the institution; 



– builds up a network of people with direct experience of its procedures. 



Article 31 
Eligibility 



1. The provisions of Article 8 on professional experience and knowledge of languages 
shall apply by analogy to NEPTs. 



2. People who have already been seconded as an SNE or worked under an employment 
contract in one of the Community institutions or bodies shall not be eligible for 
traineeships. 
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Article 32 
Selection of candidates 



1. Applications shall be forwarded by the Permanent Representations or, as the case 
may be, the EFTA Secretariat, administrations of non-member countries or IGOs to 
the competent department of the Directorate-General for Personnel and 
Administration in accordance with the procedure and methods decided by that 
department. 



2. After consulting the departments concerned and considering the situation, the 
competent department of the Directorate-General for Personnel and Administration 
shall decide how many NEPTs are to be admitted to the DGs and other services for 
each period. 



Article 33 
Duration of the professional training 



1. The professional traineeships shall last between three and five months. The duration 
shall be fixed at the outset and may not be changed or extended. 



An NEPT may complete only one professional traineeship. 



2. The professional traineeships are organised twice a year, usually starting on the 1st 
or 16th of the months of March and October. 



Article 34 
Organisation of the professional training 



Throughout the professional traineeship NEPTs shall be supervised by a training advisor. The 
training advisor must inform the competent department of the Directorate-General for 
Personnel and Administration of any significant incidents during the professional traineeship 
(in particular absences, illness, accidents or interruption) which he knows of or has been 
informed of by the NEPT. 



NEPTs must obey instructions given by their training advisor, their superiors in the DG or 
service to which they are seconded and the Directorate-General for Personnel and 
Administration. 



NEPTs shall be allowed to attend meetings, unless they are restricted or confidential, to 
receive documentation and to participate in the activities of the department to which they are 
seconded. 
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Article 35 
Suspension of the professional traineeship 



At the written request of the NEPT or his employer, and with the latter's prior agreement, the 
Directorate-General for Personnel and Administration may authorise a very brief suspension 
of the professional traineeship or its early termination. The NEPT may return to complete the 
remaining period of the professional traineeship, but only up until the end of that period. 
Under no circumstances may the traineeship be extended. 



Article 36 
Special cases 



Professional traineeships in Members' private offices shall be administered by the Directorate-
General for Personnel and Administration. By way of derogation from Articles 32 and 33, the 
dates, duration and procedures shall be laid down according to the needs of each office. 
However, the duration of the professional traineeship may not exceed six months. 



Exceptionally, the Director-General of Personnel and Administration may authorise the 
secondment of an NEPT by way of derogation from Articles 32 and 33, for example in the 
case of a specific agreement on staff secondments concluded by the Commission. 



Article 37 
Working conditions and remuneration 



3. The following Articles shall apply by analogy to NEPTs: 



– Article 6 on tasks; 



– Article 7 on rights and obligations; 



– Article 11(1) and (2) on social security; 



– Article 12(1) on working hours; 



– Article 13 on sick leave; 



– Article 15 on annual leave and special leave; 



– Article 20 on missions and mission expenses. 



4. NEPTs shall be regarded as cost-free SNEs within the meaning of Article 2. They 
shall continue to be paid by their employer without any financial compensation being 
paid by the Commission. 



The Commission will accept no requests for grants or fees or the reimbursement of 
travel or other expenses other than the reimbursement of mission expenses incurred 
as part of the professional traineeship. 
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Article 38 
Reports and certificate of attendance 



NEPTs who have completed the stipulated professional training period shall complete the 
evaluation reports requested by the Directorate-General for Personnel and Administration at 
the end of their traineeship. Training advisors must also complete the relevant evaluation 
report. 



Subject to the completion of these reports, NEPTs who have completed their professional 
traineeships shall receive a certificate showing the dates of the professional training and the 
department in which it took place. 



TITLE III 



FINAL PROVISIONS 



Article 39 
Delegation 



1. The Director-General of Personnel and Administration may delegate the powers 
devolved to him pursuant to this Decision to one or more persons of his choice 
within the Directorate-General for Personnel and Administration. 



2. The Permanent Representations, EFTA Secretariat, IGOs and diplomatic missions of 
the non-member countries concerned shall enjoy a close working relationship with 
DG ADMIN throughout the SNEs' secondment. All correspondence and contacts 
between the SNE's employer, particularly those referred to in this Decision, shall be 
made via the Member State's Permanent Representation, the EFTA Secretariat, the 
IGOs and the diplomatic missions of the non-member countries concerned. 



Article 40 
Entry into force 



1. This Decision shall take effect on 1 January 2009. 



The last sentence of the first subparagraph of Article 4(1) shall apply from 
31 December 2008. 



2. With effect from that date it shall apply to: 



– SNEs and NEPTs taking up duty; 



– SNEs who are currently on secondment, with the exception of  Articles 17 and 
19; if their secondment is extended and if they so request, Articles 17 and 19 
shall apply in place of Articles 17 to 22 of the Commission Decision of 1 June 
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2006 laying down rules on the secondment of national experts to the 
Commission11, subject to the provisions of paragraphs 3 and 4 below. 



3. SNEs who are currently on secondment and who apply to benefit from the provisions 
of Article 17 shall not receive the monthly subsistence allowance referred to in 
paragraph 1 of that Article if, on their entry into service, they benefited from the 
provisions of Article 22 of the Commission Decision of 1 June 2006 laying down 
rules on the secondment of national experts to the Commission, referred to above. 
However, they shall benefit from the provisions of Article 22 of that Decision when 
they leave their position. 



4. SNEs who are currently on secondment and who do not wish to benefit from the 
provisions of Articles 17 and 19 shall continue to benefit from the provisions of 
Articles 17 to 22 of the Commission Decision of 1 June 2006 laying down rules on 
the secondment of national experts to the Commission, referred to above. 



5. Commission Decision of 1 June 2006 laying down rules on the secondment of 
national experts to the Commission, referred to above, is hereby repealed. However, 
the provisions of Articles 17 to 22 of that Decision shall continue to apply in the 
cases referred to in paragraphs 2 to 4. 



6. The provisions of the Commission Decision of 28 April 2004 introducing 
implementing provisions on leave12 relating to SNEs shall no longer apply. 



Done at Brussels, 12.11.2008 



 For the Commission 
 Siim Kallas 
 Member of the Commission 



                                                 
11 C(2006) 2033, 1.6. 2006. 
12 C(2004) 1597, 28.4.2004. 
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JOB DESCRIPTION FORM SNE (co-financed) 
CMPD - Strategic Planner (job no. 167993) 



 
 
 
 



I. IDENTIFICATION OF THE JOB 
 
Type of post:    Seconded National Expert 
Job title:    Strategic Planner  
Function group and grade bracket: 
Entity:     Crisis Management and Planning Directorate (CMPD) 
     Integrated Strategic Planning Division 
      
Sensitive post: 
Specialised post:   Yes 
Security clearance:   SECRET EU 
 



 
 



II. TASKS 
 
Under the authority of the relevant Head of  Section within the Integrated Strategic Planning 
Division, and in cooperation with other Departments concerned within the European External 
Action Service (EEAS), the strategic planner will plan and monitor European Union CSDP 
missions at strategic level, in particular those requiring border management expertise  and 
carry out the tasks outlined below:  



 
o Lead planning at politico-strategic level, develop planning documents (option papers, 



crisis management concepts, strategic analysis papers) and to that end, coordinate 
inputs from other EEAS services and EU interlocutors, in particular the Commission, 
FRONTEX, EUROPOL, EUROJUST, EASO and other relevant agencies. 



o Participate in operational planning and the conduct phase. 
o Coordination with CSDP missions and operations on strategic aspects 
o Analyse, follow-up and updates on the political, economical, military and/or 



humanitarian situations. 
o Lead strategic reviews. 
o Coordinate with international organisations such as the UN, OSCE, NATO, AU etc., 



third states, host nations and potential OHQ's. 
o Assist with the preparation of meetings of the Council and of its preparatory working 



parties and represent the Head of Division or Section at these meetings  
o Other tasks and duties in the interest of service. 



 
 
 



III. QUALIFICATIONS AND EXPERIENCE REQUIRED 
 



o university diploma; 
o ten years' professional experience in the field of crisis management, including some 



professional experience in multinational organisations;  
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o have practical experience of planning at a strategic level, ideally in border 
management aspects and have a good understanding of the EU's border management 
framework and standards;  



o thorough knowledge of one EU language and satisfactory knowledge of another one 
are required; in practical terms, in order to perform required duties, that means an 
excellent command of written and oral English, in particular good report-writing 
skills; good knowledge of written and oral French is also required;  



o good computer skills are essential, notably in word processing, spreadsheets, 
presentations software, Internet / Intranet and email systems. Knowledge of other IT 
tools would be an asset. 



 
 
 



IV. CONDITIONS/ SKILLS REQUIRED 
 



o have the ability to remain objective in complex scenarios and to display sensitivity 
and sound judgement; 



o have good organisational and managerial skills, the ability to work under pressure and 
with tight deadlines and to manage multiple tasks and unexpected demands; 



o have excellent negotiating skills in a multinational environment; 
o have the ability to work professionally as a member of the division, in mixed-



composition task forces and working groups, in an interesting but challenging 
environment with unpredictable working hours and a considerable workload. A 
willingness to travel frequently and at short notice to mission in conflict areas is also 
essential; 



o maintain the highest standards of personal integrity, impartiality and self-discipline. 
The expert must exercise the greatest discretion with regard to all facts and 
information coming to his/her knowledge in the performance of his/her duties; 



o be physically fit and in good health without any physical or mental problems; 
o national security clearance at SECRET UE level. Such clearance needs to be obtained 



from the competent authorities before secondment to the European External Action 
Service. It must be valid for the entire period of secondment. In its absence, the 
EEAS reserves the right to refuse the secondment as a national expert. 



 
 



V. GENERAL CONDITIONS 
 
National experts must be nationals of one of the Member States of the European Union and 
enjoy full rights as citizens. 
 
The EEAS applies an equal opportunities policy. 
 



 








			JOB DESCRIPTION FORM SNE (co-financed)


			CMPD - Strategic Planner (job no. 167993)


			IV. CONDITIONS/ SKILLS REQUIRED


			V. GENERAL CONDITIONS


			The EEAS applies an equal opportunities policy.









Documents SNE EEAS CMPD co-financed/publication letter CMPD post nr 167993.pdf

















Documents SNE EEAS EUSR Afghanistan/Annex 1 JD EUSR Afg Political Advisor - 29.10.2015.doc

			[image: image1.jpg]




European Union



Team of the EUSR for Afghanistan











Advertisement for International Seconded Staff Members



ANNEX 1



			Organisation:


			EUSR Office for Afghanistan





			Job Location:


			Kabul, Afghanistan





			Availability:


			Political Adviser (1): 


asap until 28 February 2017


(Potentially extendible into next Mandate from 1 March 2017)





			Contract Regime:


			Seconded by the Member State or European Institution





			Job Titles/Vacancy 


			Political Adviser





			Number of posts:


			1





			Deadline for applications:


			17:00 hrs, 20 November 2015 





			Email address to send the CV:


			Office of the European Union Special Representative for Afghanistan



E-mail: delegation-afghanistan-eusr-recruitment@eeas.europa.eu  








			Information:


			For more information related to the selection and recruitment, please contact:


Ion.Stan@ext.eeas.europa.eu and/or Asif.FARHAT@ext.eeas.europa.eu











The European External Action Service requests Member States and EU Institutions to consider seconding one Political Adviser for the team of the EUSR in Afghanistan, according to the described requirements and profiles:


A. Essential Requirements


Citizenship - Citizen of a member state of the European Union (EU) and enjoying full rights as a citizen.


Integrity - The participants must maintain the highest standards of personal integrity, impartiality and self-discipline. Participants are not allowed to provide or discuss any information or document as a result of access to classified and/or sensitive information related to the mission or respective tasks and activities. The participants shall carry out their duties and act in the interests of the mission.



Physical and mental health - Physically fit and in good health without any physical or mental problems or substance dependency which can impair operational performance in the mission.



Negotiation Skills - The participants must have excellent negotiating skills and the ability to work professionally in a stressful and diverse environment. The ability to work in a demanding, deadline-driven environment and to establish and maintain effective working relationships with people of different national and cultural backgrounds is crucial.


Flexibility and adaptability - Be able to work in arduous conditions with a limited network of support. Strong interpersonal and communication skills. Good networking abilities.


Ability to communicate effectively in English – The candidates must be fully fluent in written and oral English language. Report writing ability, analysis, drafting and editing skills are especially needed.


Computer Skills - Skills in word processing, spreadsheets and email systems are essential. Knowledge of other IT tools will be an asset.


B. Recommended Requirements or Experience


Professional Experience – To have a Master's degree in Political Sciences, International Relations, International Economics or Law.


Knowledge of the EU Institutions - To have knowledge of the EU Institutions and international standards, particularly related to the Common Foreign and Security Policy, including the Common Security and Defence Policy (desirable).


International Experience - To have international experience, particularly in crisis areas with multi-national and international organisations.



Local Experience – To have strong familiarity with the political, historical and cultural context of Afghanistan.


Language skills - knowledge of Dari or Pashtu will be a distinct advantage.


C. Essential Documents and Requirements for the Selected Candidates


Visas - Contributing countries and mission members, for seconded staff, must ensure that visas are obtained for entry into the mission area prior to departure from their home country. For contracted staff, visas are facilitated by the EUSR Office.


Security Clearance required - To have a national security clearance at "EU SECRET" level or equivalent. Or to obtain this on arrival in case of successful contracted candidate, in which case a basic security clearance will be requested in advance.


Driving Licence – Be in possession of a valid civilian driving licence for motor vehicles (Category B or equivalent).



D. Desirable


Diplomatic Status - To facilitate free movement, credibility and access.



Diplomatic or Service Passport - From their respective national authorities.



E. Job Description


			


			





			Job Title


			     Political Adviser








			Job Description


			Under the guidance of the EUSR, the Political Adviser will:



· Monitor the main political, security and economic developments, including dynamics of regional cooperation by maintaining an extensive and active network of Afghan and international interlocutors.



· Analyse and report on a wide range of political, economic and security developments. 



· Maintain close working relations with EU and other Embassies, relevant international organisations, notably UN and NATO, civil society organisations, and other partners to ensure proper co-ordination and partnership.


· Perform other duties as and when required. 









			Qualifications and Experience


			· Subject matter expertise in either domestic and regional political dynamics; or government of Afghanistan Governance structures at national and sub-national level. Knowledge of either: security, economics or reintegration & reconciliation is desirable.



· Master's degree in Political Science, International Economics, International Relations or Law. 



· At least two years of professional experience in a similar position in an international environment (diplomacy, research or political analysis). 



· Extensive experience in political analysis and reporting.



· Experience in or good knowledge of Afghanistan



· Excellent command of English, including the ability to draft and edit reports. 



· Knowledge of Dari or Pashto is an asset.












In view of the current political, economic and security situation in Afghanistan, the contents and scope of the position may change during the posting.
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Instructions: Candidates who wish to be considered as seconded should submit their application forms to their respective national authorities for their approval. Please fill in completely the application electronically and send it in the original format, i.e. MS Word 2003 or previous versions. 





Application form for (EUSR Afghanistan)


(to be sent by e-mail to delegation-afghanistan-eusr-recruitment@eeas.europa.eu" delegation-afghanistan-eusr-recruitment@eeas.europa.eu  )


Annex II


1. NOMINATION DETAILS (indicate positions and status regime applied for) 


Post no/title (specify the vacancy reference, compulsory)


Applicable status regime





First priority: 



Seconded status:  file_1.wmf








Do you have any objections to our providing feedback to your national authorities in case of non-selection? 


file_2.wmf





 Yes,    file_3.wmf





 No





Second priority: 









Third priority: 



Contracted status:  file_4.wmf









Would you accept a contract of employment for less than six (6) months:   file_5.wmf





 Yes,    file_6.wmf





  No



If selected under contracted status, do you allow the country of your nationality to be informed of your selection notably in order to facilitate the issuance of security clearance. It is the responsibility of the selected contracted candidate to make the necessary arrangements in order to obtain security clearance.?  


 file_7.wmf





 Yes,    file_8.wmf





 No





Are you willing to serve in the Mission in a position other than those specified above? 


file_9.wmf





 Yes,   file_10.wmf





 No





Are you willing to serve in another Mission than the one you are now applying for? 


file_11.wmf





 Yes,   file_12.wmf





 No














2. PERSONAL DATA


Last name





First name








Birth date 


(dd/mm/yyyy) 


Country of birth








Passport no.





Gender


Male  file_13.wmf





   Female  file_14.wmf











Present nationality





Other nationality


     





Police Officer


Yes  file_15.wmf





       No  file_16.wmf








If yes, current rank:


     





Military Officer


Yes  file_17.wmf





       No  file_18.wmf








If yes, current rank:


     





Civilian


Yes  file_19.wmf





       No  file_20.wmf








Profession:








Security clearance


Yes  file_21.wmf





       No  file_22.wmf








If yes, at what level:








Driving license


Yes  file_23.wmf





       No  file_24.wmf








If yes, category:











3. CONTACT DETAILS


Home country address





Street  


Zip/postal Code 





Town/city 


County/state/province 


Country 





Telephone no. 


Mobile no.


Email address 





Alternative/current contact details 





Street       


Zip/postal code      





Town/city      


County/state/province      


Country      





Telephone no.      


Mobile no.      


Email address      








4. EDUCATION AND PROFESSIONAL TRAINING


University education or equivalent


Attended (mm/yyyy)





Name institution / university, place and country


Degrees/qualifications obtained 


(Title of qualification awarded)


Main course/field of study


From:


To:























     


     


     


     


     





     


     


     


     


     





Secondary education and/or formal vocational education/training 





Name institution / place and country


Degrees/qualifications obtained 


(Title of qualification awarded)


Main course/field of study


From:


To:



























































Civilian crisis management courses





Name institution


Place and country


Course title


From:


To:





     


     


     


     


     





     


     


     


     


     





     


     


     


     


     





Hostile Environment Security Training or e-Hest





Name institution


Place and country


Course title


From:


To:

















     

















     











5. EMPLOYMENT RECORD (in reverse chronological order)


Current/most recent position 


Current position:   Yes      No 


Organisation


Place and country


Job title


Date (mm/yyyy)











From:


To:

















Description of tasks and responsibilities (management level, supervisory level, number of personnel supervised): 


 





Supervisor’s name: 


Email: 


Phone No.:  


Previous position (1) (only positions longer than 6 months)


Organisation


Place and country


Job title


Date (mm/yyyy)











From:


To:

















Description of tasks and responsibilities (management level, supervisory level, number of personnel supervised): 








Supervisor’s name: 


Email: 


Phone No.:       


Previous position (2) (only positions longer than 6 months)


Organisation


Place and country


Job title


Date (mm/yyyy)











From:


To:

















Description of tasks and responsibilities (management level, supervisory level, number of personnel supervised):  





Supervisor’s name:  





Email:      


Phone No.: 


Previous position (3) (only positons longer than 6 months)


Organisation


Place and country


Job title


Date (mm/yyyy)











From:


To:

















Description of tasks and responsibilities (management level, supervisory level, number of personnel supervised): 


			





Supervisor’s name: 


Email:      


Phone No.: 


Other previous positions and positions shorter than 6 months


Organisation


Place and country


Job title


Date (mm/yyyy)











From:


To:





     


     


     


     


     


     


     


     


     


     


     


     


     


     


     


     


     


     


     











6. OTHER SKILLS 


Languages (European level *)


Native language: 


Other languages


Speak


Write


Read


Understand


     


     


     


     


     


     


     


     


     


     


     


     


     


     


     


C1, C2 = Proficient; B1, B2 = Independent User; A1, A2 = Basic User


(*) Common European Framework of References for Languages








Computer skills


Word processor





Web browsing





Presentations 





Spreadsheets





Financial software





Project management





C = Proficient User; B = Independent User; A = Basic User; N/A








7. MOTIVATION AND ADDITIONAL INFORMATION


Please explain the reasons for your application, covering your profile and particular interest in this position. Add any other information that might be relevant to your application, including any skills, knowledge and experience for which there was no space above. 





8. FINAL QUESTIONS


Please read and answer carefully all questions 


Do you have any objections to our making enquires of your employers?


Yes   file_25.wmf





   No   file_26.wmf








Do you have any chronic health problems, disabilities or other medical conditions that would limit your physical activity?


Yes   file_27.wmf





   No   file_28.wmf








Are you regularly taking any medication?


Yes   file_29.wmf





   No   file_30.wmf








Is any relative of yours, to the best of your knowledge, working in (Name of the Mission)


Yes   file_31.wmf





   No   file_32.wmf








Is any relative of yours, to the best of your knowledge, applying to this Call for Contributions? 


Yes   file_33.wmf





   No   file_34.wmf








Have you ever been convicted or sentenced in any criminal proceedings (excluding minor traffic violations)?


Yes   file_35.wmf





    No   file_36.wmf








If you responded “yes” to any of the previous questions, please provide details


     	





By submitting this application form, I certify that the statements made by me in answer to the foregoing questions are true, complete and correct to the best of my knowledge and belief. I understand that any misrepresentation or material omission made on the Application Form will result in the application being void and will result in termination or dismissal from the mission


I agree: 





Yes   file_37.wmf





    No   file_38.wmf








Place





Date





Signature (typed name is sufficient)








If selected under contracted status, you will be requested to supply documentary evidence which supports the statements you made above. Do not, however, send any documentary evidence until you have been asked to do so.





Please submit the completed form as a MS Word Document
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			EUROPEAN UNION



DELEGATION TO AFGHANISTAN AND



OFFICE OF THE SPECIAL REPRESENTATIVE















To: PSC AMBASSADORS





29th – October - 2015


SUBJECT:  CALL FOR CONTRIBUTIONS FOR THE EUROPEAN UNION SPECIAL REPRESENTATIVE TEAM IN AFGHANISTAN



REFERENCES: COUNCIL DECISION APPOINTING THE EUROPEAN UNION SPECIAL REPRESENTATIVE IN AFGHANISTAN



Dear Ambassador



1. Background



The EUSR kindly invites Member States and EU Institutions to proposed qualified seconded candidates for the positions as listed in Annex 1.


2. Methodology



a. Member States and Institutions of the European Union are requested to examine the personal profile and job description to ensure that:



i. Proposed candidates meet the listed criteria described in the essential requirements and in the specific job descriptions (Annex 1)



ii. Each candidate completes the standard job application form in English (Annex 2).  Applications will be considered only when using this form and indicating which position(s) the candidate is applying for.



b. Proposed candidates should satisfy in full the criteria set out in the job description.  The main criteria for suitability for posts are professional and specific skills and experience.



c. Applications should be submitted at the earliest convenience, but not later that close of business on 20 November 2015.


Member States and EU Institutions should submit their personnel offers, by e-mail to the following addresses:


E-mail: delegation-afghanistan-eusr-recruitment@eeas.europa.eu 


d. The selection procedure will take place following receipt of proposals.



e. Only personnel nominations received through official channels from Member States or EU Institutions will be considered.



f. The candidates considered to be most suitable will be short-listed and interviewed, before the final selection is made. The post will be subject to CV- analysis and interview process, by telephone. Only short-listed candidates will be contacted. The EUSR will be responsible for the final selection.


g. In case a candidate for secondment is required to travel to Brussels for interview, the seconding Member State / EU Institution will bear any related costs.


h. Selected person should be ready for deployment by beginning of January 2016 (Desirable) or as soon as possible.


3. General Information


a) The post is subject to the formal approval of EUSR Afghanistan new mandate. The duration of the deployment is until the end of the new mandate of the EUSR, 28th of February 2017, and extended accordingly when mandate is renewed by the Council after this date.  



b) Member States will bear personnel-related costs, including salaries, allowances, medical expenses, and travel expenses to and from the mission area (including home leave).



c) A High-Risk Insurance, office space and needed office equipment, including communication costs are covered from the EUSR budget.



d) The EU strives for improved gender balance in CFSP operations in conformity with UNSCR 1325. The General Secretariat encourages Member States to consider to taking this into account when presenting candidates.



e) Accommodation is normally provided by the EUSR within the Delegation compound, a per diem allowance is paid in accordance with the relevant Financial Statement which is intended to cover additional living costs incurred.



f) Any further information required related to the selection and deployment of the EU seconded staff may be obtained, by contacting:



Ion.Stan@ext.eeas.europa.eu or Asif.FARHAT@ext.eeas.europa.eu


Yours sincerely



Franz-Michael Mellbin


Ambassador



EU Special Representative, Head of Delegation to Afghanistan



ANNEXES:



· Requirements and job description



· Standard Application form



__________________________________________________________________________________________



Charahi Sadarat, Shar-e Naw (opposite Ministry of Interior), Kabul  



Local: Tel: (93-20) 210 16 92, Mobile No: (93) 79 09 50 04/05/06



GTNT-SAT Telephone: (32-2) 473 00 45, GTNT-SAT Fax: (32-2) 473 00 46



E-mail: delegation-afghanistan@ec.europa.eu 
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Caii for applicants through EU Member States' Permanent Representations to the EU - October 2015 



E EAS 



NOTICE OF VACANCY 



for post of 



cost-free SECONDED NATIONAL EXPERT 



in EUROPEAN UNION DELEGATIONS outside the EU 



Central contact point for applications by e-mail: 
Division EEAS.MDR.C3 - SNE-Deleqations@eeas europa.eu 



Vacant posts for job profile "Political analysis and reporting" I 
Postes vacants pour le profil d'emploi «Analyse politique et reporting» 



Delegation 
N" post 



SYSPER2 Delegation section Comments 



Vienna, OSCE 153195 UN Section Libre à partir de 1 vacant as of 
15.09.2016 



Indicative list which may be completed by additional posts with equivalent profiles for Delegations in the 
same region or for another region 



Listes indicatives susceptibles d'être complétées dans des profils équivalents par des postes 
additionnels pour des Délégations dans les mêmes régions ou pour d'autres régions. 



Ref. Ares(2015)4584369 - 26/10/2015











END/SNE - JOB DESCRIPTION 



Job Framework 



Job Title: END/SNE - (POL) 



Job Location: Delegation of the European Union to the International Organisations in Vienna, Austria 



lob Number: 153195 



Area of activity: UN Section, Nuclear Counsellor - Policy Officer 



Category: 



Duration of secondment: 2 years 



Job Content 



Overall purpose: To monitor and contribute to: 



• analysis and reporting on the overall situation and development in the area of nuclear non-
proliferation, including the nuclear programmes of Iran, the Democratic People's Republic of Korea, 
and Syria, and of nuclear safeguards, safety, security and applications; 



• advising and assisting the Head of Delegation on matters relating to EU participation in the work of 
the IAEA, CTBTO, Export Control regimes (ie NSG and Wassenaar); 



• assisting in enhancing the cooperation established between Euratom and the IAEA; 



• leading a team of policy officers on IAEA and CTBTO-related matters (comprising SNEs) and acting 
as deputy of the UN Section, 



Functions and Duties: 



1, Representation, Negotiation and Participation 



- To chair EU coordination meetings with MS with the aim of agreeing common positions for meetings of the IAEA 
policy-making bodies (Board of Governors and General Conference), CTBTG and Export Control Regimes as 
required, 



- To represent the Delegation at those meetings, and in negotiations as necessary, 



- To represent the EU at meetings and negotiations organised by other MS accredited to the International 
Organisations. 



- To assist in the preparation of, and participate in, the Delegation's bilateral activities with the IAEA Secretariat. 



- To organise, support, and assist in reporting on, incoming missions from the EEAS and from other EU institutions 
to the IAEA, and similarly for visits of senior IAEA officials to Headquarters, including contributing to agendas 
and briefings, 



2, Technical Analysis and Advice 



- Tö' provide advice'and support follie Delegation and/ör'HQ"on'matters relating to the IAEA in order to anticipate 
developments and/or to raise specific issues. 



- To provide analytical and concrete reports on nuclear issues to the hierarchy and other stakeholders as necessary. 



- To prepare briefings, speeches and speaking notes as appropriate on specific policy issues relating to the IAEA. 



- To ensure rapid and accurate responses to requests from Headquarters, 



- To support the Head of Delegation and HQ on the technical aspects of the Iranian nuclear programme and the 
implementation of the Joint Comprehensive Plan Of Action (JCPOA). 



3, External Communication 



- To be active in presenting and explaining EU policies and the Delegation's work, and in interacting with members 
of the public, civil society, public and private organisations, and governmental representatives, as part of the 











Delegation's information/cornitiunication and outreach activities (in support of HoD), particularly through 
contributions to the Delegation's website, 



— To ensure good contacts with the IAEA Secretariat. EU MS and third count!*}' missions with a view to enhancing 
the Delegation's work. 



Job Requirements 



Education and Training: University diploma law in political science, international relations or any other field 
related to multilateral cooperation 



Knowledge and Experience: * Experience of at least 6 years in the above mentioned areas at institutional level 
* Experience in analysis and reporting; 
* Knowledge of Ell institutions, notably related to decision-making processes on CFSP-
CSDP, EU external action and related EU external policies (geographic and thematic) 
* Good knowledge of the EU environment 
* Experience in non-proliferation/ disarmament and nuclear safety/ security 



•Extensive experience of working as a diplomat, including experience of chairing 
meetings in multilateral fora and of conducting negotiations in a multilateral 
environment 
* Extensive knowledge of international security policy 



Skills 



Linguistic skills: * Excellent knowledge (capacity to write, read and speak) in English is essential 
* Good knowledge (capacity to listen and read) in French is required 



* Knowledge of German is an asset 



Capacity to work and communicate under time constraints in an international diplomatic 
and multilingual environment 



* Ability to work in a team 
* Ability to coordinate and to communicate 



* Solid analytical capability 
* Capacity to negotiate and to participate in negotiations in a multinational environment 
* Excellent drafting and reporting capability 
* Rapid understanding of problems and capacity to identify challenges and to propose 
solutions 



* Ability to lead a specialist team of SNEs/CA and to be responsible as deputy Head of 
the UN Section 



Personal Qualities 



* "Dynamic personality; hfgMy mőfivated 
* Flexibility 
* Capacity to adapt quickly to new situations and to deal with new challenges 
* Ability to motivate others 



Electronically signed on 26/10/2015 15:15 (UTC+01) in accordance with article 4.2 (Validity of electronic documents) of Commission Decision 2004/563
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EUROPEAN EXTERNAL ACTION SERVICE 



* 
* 



Uf 



Budget and Administration 
Director General 



Brussels, 2 6 OCT, 2015 
EEAS/MDR.C3/EMA/Ares(2015) 



To Permanent Representatives of the 
Member States of the European Union 



Your Excellency, 



I am pleased to inform you that we are looking for a "cost-free" national expert (SNE) for 
a secondment to the Delegation of the European Union to International Organisations in 
Vienna, within the framework of Article 24§1 of the Decision of the High Representative 
of 04.02.2014. 



I would be obliged if you could forward the enclosed profile to the various relevant 
Ministries in order to generate adequate applications. 



Applications should be sent only by your Permanent Representation to Division 
EEAS.BA.HR.3 "Contract Agents, Seconded National Experts and Trainees". They shall 
not be sent directly to the Delegation. 



Permanent Representations are kindly requested to send applications by e-mail only to: 
SNE-Delegations@eeas.europa.eu 



Candidates shall draft their CV in English or in French in a PDF or Word version, 
following the European CV form which can be found at the following internet address: 
httD://euroDass.cedefop.europa.eu/en/documents/curriculum-vitae 



Only applications received in the above-mentioned format by 1 December 2015 at 
12.0Ohrs will be considered for this call for applications. 



Applications will be examined by my services which will organise selection interviews 
during the course of December 2015. 



European External Action Service, B-1046 Brussels - Belgium. Telephone: (32-2) 584 11 11. 
Office: EEAS/PARC 07/260. Telephone: direct line (32-2) 584 35 76 - E-mail: patrick.child@eeas.europa.eu 



Ref. Ares(2015)4584369 - 26/10/2015











í would like to invite you to draw the attention of the various relevant Ministries and 
services in respect of the treatment of personal data and inform them that the EEAS on its 
side implements data protection rules according to Council Regulation (EC) n0 45/2001, 
Consequently, possible applicants should be informed that their CV will be circulated to 
EEAS services which are involved in the selection and management of their possible 
secondment as well as within Delegations concerned. 



I take this opportunity to thank you very much for your cooperation. 



Yours faithfully, 



— 



PATRICK CHILD 



Enclosures: 



— Vacancy Notice 
— Job description 



Copies: Mr Larsson, Director EEÂS.BÂ.HR 
Mr Mellado, Head of Division, EHAS.BA.HR.3 
Mr Jonsson, Head of Division EEAS.GLOBAL.6 
Mr Lenoir. Head of Delegation Vienna 
Mr Bogensperger, Head of Administration Vienna 
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SERVICE EUROPÉEN POUR L'ACTION EXTÉRIEURE 



Budget et Administration 
Directeur général 



Bruxelles, le 2$ OCT, 2Ö15 
SE AE/MDR.C3/EMA/Ares(2015) 



Aux Représentants permanents des 
Etats membres auprès de l'Union 
européenne 



Mesdames et Messieurs les Ambassadeurs, 



J'ai l'honneur de vous informer que nous cherchons un expert national (END) pour un 
détachement au titre de l'Article 24§1 de la décision de la Haute Représentante du 
04.02.2014 auprès de la Délégation de l'Union européenne auprès des Organisations 
internationales à Vienne. 



Vous trouverez également en annexe le profil que je vous serais obligé de bien vouloir 
transmettre aux différents Ministères compétents afin de générer des candidatures 
adéquates. 



Les candidatures seront transmises exclusivement par les Représentations permanentes à 
la Division SEAE.BA.HR.3 «Agents contractuels, Experts nationaux détachées et 
Stagiaires » et non aux Délégations concernées. 



Les Représentations permanentes sont priées d'envoyer ces candidatures exclusivement 
par e-mail à SNE-Delegations@,eeas.europa.eu 



Les candidats doivent rédiger un CV en anglais ou français, en format PDF ou Word, 
selon le modèle européen qu'ils pourront trouver à l'adresse suivante: 
http://europass.cedefop.europa.eu/fr/documents/curriculum-vitae 



Seules les candidatures nous parvenant pour le 1 décembre 2015 à 12höö seront traitées 
et considérées comme répondant à l'avis de vacance. 



Ces candidatures seront examinées par mes services, qui organiseront dans le courant du 
mois de décembre 2015 des panels d'entretiens. 



Service Européen pour l'Action Extérieure, B-1046 Bruxelles - Belgique. Téléphone: (32-2) 584 11 11. 
Bureau : EEAS/PARC 07/260. Téléphone : ligne directe (32-2) 584 35 76 - E-mail : patrick.child@eeas.europa.eu 
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Je voudrais vous demander d'attirer l'attention des différents Ministères et services 
concernés sur le respect des règles de protection des données à caractère personnel et les 
informer que l'EEÂS de son côté met en œuvre les dispositions du Règlement (EC) 
45/2001. L-es éventuels candidats devraient être informés que leur CV sera diffusé aux 
services de l'EEAS impliqués dans leur sélection et la gestion de leur détachement ainsi 
qu'aux Délégations concernées. 



Je vous remercie de votre collaboration et vous prie de croire, Mesdames et Messieurs 
les Ambassadeurs, à l'assurance de ma haute considération. 



PATRICK CHILD 



Annexes: 



— Publication des postes 
— Description de poste 



Copies : M. Larsson, Directeur SEAE.BA.HR 
M. Mellado, Chef de Division SEAE.BA.HRJ 
M, Jonsson, Chef de Division SEAE.GLOBAL.6 
M. Lenoir, Chef de Délégation Vienne 
M, Bogensperger. Chef d'Administration Vienne 
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EUROPEAN DEFENCE AGENCY COMMUNICATION



No. EDA201510144


Ref: CSD-HR/AD


To:
CENTRAL NATIONal POINTS OF CONTACT


Copy:
Deputy Central Points of Contact, Brussels Points of Contact


EDA RECRUITMENT – PUBLICATION OF FOUR POSTS IN THE CORPORATE SERVICES AND COOPERATION PLANNING AND SUPPORT DIRECTORATES 


Annexes: Vacancy notices 


Please see below details of four posts available in the Agency. These details will also be published on our internet site (www.eda.europa.eu) under ‘jobs’. 


Project Officer Airworthiness  - TA – AD10 (122b) 



Procurement and Contract Officer  - TA – AD7 (087b)



Administrative Assistant  - TA – AST4 (081b)



IT Security Administrator  - CA – FGIV (C028a)



Closing date: 23 November 2015


Candidates are reminded that the on-line application system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline. 


Jorge Domecq


EDA Com No: EDA201510144
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EUROPEAN DEFENCE AGENCY  
(E D A)  




 
Vacancy notice  




(Agency’s Temporary Staff)  
 
 




1. BACKGROUND  




2. THE AGENCY'S WAY OF WORKING  




3. THE CORPORATE SERVICES DIRECTORATE  




4. DUTIES  
 




5. QUALIFICATIONS AND EXPERIENCE REQUIRED  
 




6. INDEPENDENCE AND DECLARATION OF INTEREST  




7. APPOINTMENT AND CONDITIONS OF EMPLOYMENT  




8. EQUAL OPPORTUNITIES  




9. APPLICATION PROCEDURE  




10. DATA PROTECTION  




Post: Procurement and Contract Officer




Type of post : Temporary agent post




Grade : AD7 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 March 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the supervision of the Head of the Procurement and Contract Unit, the Procurement and Contract Officer will, contribute to the 
following activities: 
 
o Manage ad hoc contracting activities, which entails, inter alia:  




l Negotiate and draft contracts to be let by the Agency to implement projects and programmes in the context of Ad Hoc activities;  
l Provide support to the Operational Directorates in charge of such Ad Hoc activities ensuring  adequate implementation of the 




contractual provisions;  
l Follow-up of the resources allocated by the participating Member States (pMS) contributing to ad hoc projects and programmes;  
l Provide contractual guidance to internal and external stakeholders as required;   
l Participate in the implementation and, when needed, development of the Agency ’s ad hoc procedures. 




o Administer public procurement and grant procedures based on the Agency ’s Financial & Procurement Rules, which entails, inter alia:  




l Advising project officers on the launch and administration of the  procedures;  
l Ensuring compliance of the procedures with EDA Financial and Procurement Rules as well as with EU public procurement legislation;   
l Preparing tenders/grants and contractual documentation as required;  
l Providing support to the relevant Units/Directorates on contract management issues. 




o Provide guidance on EDA’s contracting activities to EDA staff; 
o Take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties.  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has: 




l a minimum of 6 years of professional experience in a relevant field acquired after the award of the qualification required as a 
condition of eligibility;  




l excellent knowledge of the European public procurement directive;   
l active service or former experience in national administrations, in particular Ministry of Defence, and/or civil-military operations in the 




domains of procurement and contract management;  
l familiarity with the financial and procurement rules applicable to the Agency or to the general budget of the Union;  
l practical knowledge of the main usual IT tools. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see par. 2). Other attributes important for this post include: 




l ability to work in a team;  
l reliability and capacity to work under pressure with little supervision;   
l excellent command of written and spoken English;  
l good communication and organisational skills;  
l strong analytical and problem solving skills;  
l excellent customer service skills;  
l excellent interpersonal and negotiation skills. 




c. Desirable: 
 
The following will be considered an advantage: 




l professional experience in public procurement in an international organization;  
l familiarity with the defence international environment (especially CSDP);  
l knowledge of the defence and security procurement directive. 




The Procurement and Contract Officer will be required to make a declaration of commitment to act independently in the Agency’s interest 
and to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Procurement and Contract Officer will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD7. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Procurement and Contract Officer at the EDA. This list is 
valid until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful 
candidates may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Procurement and Contract Officer




Type of post : Temporary agent post




Grade : AD7 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 March 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the supervision of the Head of the Procurement and Contract Unit, the Procurement and Contract Officer will, contribute to the 
following activities: 
 
o Manage ad hoc contracting activities, which entails, inter alia:  




l Negotiate and draft contracts to be let by the Agency to implement projects and programmes in the context of Ad Hoc activities;  
l Provide support to the Operational Directorates in charge of such Ad Hoc activities ensuring  adequate implementation of the 




contractual provisions;  
l Follow-up of the resources allocated by the participating Member States (pMS) contributing to ad hoc projects and programmes;  
l Provide contractual guidance to internal and external stakeholders as required;   
l Participate in the implementation and, when needed, development of the Agency ’s ad hoc procedures. 




o Administer public procurement and grant procedures based on the Agency ’s Financial & Procurement Rules, which entails, inter alia:  




l Advising project officers on the launch and administration of the  procedures;  
l Ensuring compliance of the procedures with EDA Financial and Procurement Rules as well as with EU public procurement legislation;   
l Preparing tenders/grants and contractual documentation as required;  
l Providing support to the relevant Units/Directorates on contract management issues. 




o Provide guidance on EDA’s contracting activities to EDA staff; 
o Take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties.  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has: 




l a minimum of 6 years of professional experience in a relevant field acquired after the award of the qualification required as a 
condition of eligibility;  




l excellent knowledge of the European public procurement directive;   
l active service or former experience in national administrations, in particular Ministry of Defence, and/or civil-military operations in the 




domains of procurement and contract management;  
l familiarity with the financial and procurement rules applicable to the Agency or to the general budget of the Union;  
l practical knowledge of the main usual IT tools. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see par. 2). Other attributes important for this post include: 




l ability to work in a team;  
l reliability and capacity to work under pressure with little supervision;   
l excellent command of written and spoken English;  
l good communication and organisational skills;  
l strong analytical and problem solving skills;  
l excellent customer service skills;  
l excellent interpersonal and negotiation skills. 




c. Desirable: 
 
The following will be considered an advantage: 




l professional experience in public procurement in an international organization;  
l familiarity with the defence international environment (especially CSDP);  
l knowledge of the defence and security procurement directive. 




The Procurement and Contract Officer will be required to make a declaration of commitment to act independently in the Agency’s interest 
and to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Procurement and Contract Officer will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD7. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Procurement and Contract Officer at the EDA. This list is 
valid until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful 
candidates may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Procurement and Contract Officer




Type of post : Temporary agent post




Grade : AD7 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 March 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the supervision of the Head of the Procurement and Contract Unit, the Procurement and Contract Officer will, contribute to the 
following activities: 
 
o Manage ad hoc contracting activities, which entails, inter alia:  




l Negotiate and draft contracts to be let by the Agency to implement projects and programmes in the context of Ad Hoc activities;  
l Provide support to the Operational Directorates in charge of such Ad Hoc activities ensuring  adequate implementation of the 




contractual provisions;  
l Follow-up of the resources allocated by the participating Member States (pMS) contributing to ad hoc projects and programmes;  
l Provide contractual guidance to internal and external stakeholders as required;   
l Participate in the implementation and, when needed, development of the Agency ’s ad hoc procedures. 




o Administer public procurement and grant procedures based on the Agency ’s Financial & Procurement Rules, which entails, inter alia:  




l Advising project officers on the launch and administration of the  procedures;  
l Ensuring compliance of the procedures with EDA Financial and Procurement Rules as well as with EU public procurement legislation;   
l Preparing tenders/grants and contractual documentation as required;  
l Providing support to the relevant Units/Directorates on contract management issues. 




o Provide guidance on EDA’s contracting activities to EDA staff; 
o Take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties.  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has: 




l a minimum of 6 years of professional experience in a relevant field acquired after the award of the qualification required as a 
condition of eligibility;  




l excellent knowledge of the European public procurement directive;   
l active service or former experience in national administrations, in particular Ministry of Defence, and/or civil-military operations in the 




domains of procurement and contract management;  
l familiarity with the financial and procurement rules applicable to the Agency or to the general budget of the Union;  
l practical knowledge of the main usual IT tools. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see par. 2). Other attributes important for this post include: 




l ability to work in a team;  
l reliability and capacity to work under pressure with little supervision;   
l excellent command of written and spoken English;  
l good communication and organisational skills;  
l strong analytical and problem solving skills;  
l excellent customer service skills;  
l excellent interpersonal and negotiation skills. 




c. Desirable: 
 
The following will be considered an advantage: 




l professional experience in public procurement in an international organization;  
l familiarity with the defence international environment (especially CSDP);  
l knowledge of the defence and security procurement directive. 




The Procurement and Contract Officer will be required to make a declaration of commitment to act independently in the Agency’s interest 
and to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Procurement and Contract Officer will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD7. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Procurement and Contract Officer at the EDA. This list is 
valid until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful 
candidates may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Procurement and Contract Officer




Type of post : Temporary agent post




Grade : AD7 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 March 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the supervision of the Head of the Procurement and Contract Unit, the Procurement and Contract Officer will, contribute to the 
following activities: 
 
o Manage ad hoc contracting activities, which entails, inter alia:  




l Negotiate and draft contracts to be let by the Agency to implement projects and programmes in the context of Ad Hoc activities;  
l Provide support to the Operational Directorates in charge of such Ad Hoc activities ensuring  adequate implementation of the 




contractual provisions;  
l Follow-up of the resources allocated by the participating Member States (pMS) contributing to ad hoc projects and programmes;  
l Provide contractual guidance to internal and external stakeholders as required;   
l Participate in the implementation and, when needed, development of the Agency ’s ad hoc procedures. 




o Administer public procurement and grant procedures based on the Agency ’s Financial & Procurement Rules, which entails, inter alia:  




l Advising project officers on the launch and administration of the  procedures;  
l Ensuring compliance of the procedures with EDA Financial and Procurement Rules as well as with EU public procurement legislation;   
l Preparing tenders/grants and contractual documentation as required;  
l Providing support to the relevant Units/Directorates on contract management issues. 




o Provide guidance on EDA’s contracting activities to EDA staff; 
o Take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties.  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has: 




l a minimum of 6 years of professional experience in a relevant field acquired after the award of the qualification required as a 
condition of eligibility;  




l excellent knowledge of the European public procurement directive;   
l active service or former experience in national administrations, in particular Ministry of Defence, and/or civil-military operations in the 




domains of procurement and contract management;  
l familiarity with the financial and procurement rules applicable to the Agency or to the general budget of the Union;  
l practical knowledge of the main usual IT tools. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see par. 2). Other attributes important for this post include: 




l ability to work in a team;  
l reliability and capacity to work under pressure with little supervision;   
l excellent command of written and spoken English;  
l good communication and organisational skills;  
l strong analytical and problem solving skills;  
l excellent customer service skills;  
l excellent interpersonal and negotiation skills. 




c. Desirable: 
 
The following will be considered an advantage: 




l professional experience in public procurement in an international organization;  
l familiarity with the defence international environment (especially CSDP);  
l knowledge of the defence and security procurement directive. 




The Procurement and Contract Officer will be required to make a declaration of commitment to act independently in the Agency’s interest 
and to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Procurement and Contract Officer will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD7. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Procurement and Contract Officer at the EDA. This list is 
valid until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful 
candidates may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Administrative Assistant




Type of post : Temporary agent post




Grade : AST4 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 February 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Agency is looking to set up a reserve list of Administrative Assistants (Temporary Agents, AST4). The successful candidates will be 
appointed to work in one of the Directorates of the organisation depending on the needs of the service. 




Within one of the Agency's Directorates, the Administrative Assistant will provide administrative and secretarial support to the Director and 
his/her staff. In particular he/she will: 




l manage calendars, appointments, and incoming calls;  
l sort and organise mails and e-mails;  
l make arrangements for missions and monitor the Directorate/Unit budgets;  
l retrieve documentation and store information;  
l handle correspondence and take minutes of meetings as required;  
l draft documents and prepare Powerpoint presentations;  
l prepare and send external communications to Member States and other stakeholders;  
l facilitate internal communication within the Agency as well as outside the service;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General: 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l 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 three years.  




  




b. Selection criteria 




(1) General 
 
The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




 
(2) Professional 




The candidate will be required to demonstrate that he/she has: 




l a minimum of nine years of experience acquired after the award of the qualification required as a condition of eligibility, including at 
least five years of experience in similar duties;  




l ability to work under pressure and to meet tight deadlines;  
l experience in a multinational environment, especially in providing support to Senior Management;  
l familiarity with EU/Defence environment;  
l good working knowledge of the use of modern information technology, e.g. MS WORD, EXCEL, POWERPOINT and OUTLOOK;  
l excellent written and oral communication skills in English. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l a strong sense of duty and responsibility;  
l good organisational skills, with resilience and receptiveness to change in a rapidly evolving work environment;  
l accuracy and attention to detail;  
l ability to work in a team in a multicultural environment;  
l excellent interpersonal skills and customer service orientation;  
l ability to deal with confidential information.  




(4) Desirable 




l prior experience in relevant fields such as finance or economics;  
l good knowledge of French. 




The Administrative Assistant will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Administrative Assistant will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AST4. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Administrative Assistant at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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EUROPEAN DEFENCE AGENCY  
(E D A)  




 
Vacancy notice  




(Agency’s Temporary Staff)  
 
 




1. BACKGROUND  




2. THE AGENCY'S WAY OF WORKING  




3. THE SETTINGS  




4. DUTIES  
 




5. QUALIFICATIONS AND EXPERIENCE REQUIRED  
 




6. INDEPENDENCE AND DECLARATION OF INTEREST  




7. APPOINTMENT AND CONDITIONS OF EMPLOYMENT  




8. EQUAL OPPORTUNITIES  




9. APPLICATION PROCEDURE  




10. DATA PROTECTION  




Post: Administrative Assistant




Type of post : Temporary agent post




Grade : AST4 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 February 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Agency is looking to set up a reserve list of Administrative Assistants (Temporary Agents, AST4). The successful candidates will be 
appointed to work in one of the Directorates of the organisation depending on the needs of the service. 




Within one of the Agency's Directorates, the Administrative Assistant will provide administrative and secretarial support to the Director and 
his/her staff. In particular he/she will: 




l manage calendars, appointments, and incoming calls;  
l sort and organise mails and e-mails;  
l make arrangements for missions and monitor the Directorate/Unit budgets;  
l retrieve documentation and store information;  
l handle correspondence and take minutes of meetings as required;  
l draft documents and prepare Powerpoint presentations;  
l prepare and send external communications to Member States and other stakeholders;  
l facilitate internal communication within the Agency as well as outside the service;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General: 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l 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 three years.  




  




b. Selection criteria 




(1) General 
 
The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




 
(2) Professional 




The candidate will be required to demonstrate that he/she has: 




l a minimum of nine years of experience acquired after the award of the qualification required as a condition of eligibility, including at 
least five years of experience in similar duties;  




l ability to work under pressure and to meet tight deadlines;  
l experience in a multinational environment, especially in providing support to Senior Management;  
l familiarity with EU/Defence environment;  
l good working knowledge of the use of modern information technology, e.g. MS WORD, EXCEL, POWERPOINT and OUTLOOK;  
l excellent written and oral communication skills in English. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l a strong sense of duty and responsibility;  
l good organisational skills, with resilience and receptiveness to change in a rapidly evolving work environment;  
l accuracy and attention to detail;  
l ability to work in a team in a multicultural environment;  
l excellent interpersonal skills and customer service orientation;  
l ability to deal with confidential information.  




(4) Desirable 




l prior experience in relevant fields such as finance or economics;  
l good knowledge of French. 




The Administrative Assistant will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Administrative Assistant will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AST4. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Administrative Assistant at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 







mailto:recruitment@eda.europa.eu



http://www.eda.europa.eu/jobs/dataprotection











EUROPEAN DEFENCE AGENCY  
(E D A)  




 
Vacancy notice  




(Agency’s Temporary Staff)  
 
 




1. BACKGROUND  




2. THE AGENCY'S WAY OF WORKING  




3. THE SETTINGS  




4. DUTIES  
 




5. QUALIFICATIONS AND EXPERIENCE REQUIRED  
 




6. INDEPENDENCE AND DECLARATION OF INTEREST  




7. APPOINTMENT AND CONDITIONS OF EMPLOYMENT  




8. EQUAL OPPORTUNITIES  




9. APPLICATION PROCEDURE  




10. DATA PROTECTION  




Post: Administrative Assistant




Type of post : Temporary agent post




Grade : AST4 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 February 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Agency is looking to set up a reserve list of Administrative Assistants (Temporary Agents, AST4). The successful candidates will be 
appointed to work in one of the Directorates of the organisation depending on the needs of the service. 




Within one of the Agency's Directorates, the Administrative Assistant will provide administrative and secretarial support to the Director and 
his/her staff. In particular he/she will: 




l manage calendars, appointments, and incoming calls;  
l sort and organise mails and e-mails;  
l make arrangements for missions and monitor the Directorate/Unit budgets;  
l retrieve documentation and store information;  
l handle correspondence and take minutes of meetings as required;  
l draft documents and prepare Powerpoint presentations;  
l prepare and send external communications to Member States and other stakeholders;  
l facilitate internal communication within the Agency as well as outside the service;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 




(1) General: 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l 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 three years.  




  




b. Selection criteria 




(1) General 
 
The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




 
(2) Professional 




The candidate will be required to demonstrate that he/she has: 




l a minimum of nine years of experience acquired after the award of the qualification required as a condition of eligibility, including at 
least five years of experience in similar duties;  




l ability to work under pressure and to meet tight deadlines;  
l experience in a multinational environment, especially in providing support to Senior Management;  
l familiarity with EU/Defence environment;  
l good working knowledge of the use of modern information technology, e.g. MS WORD, EXCEL, POWERPOINT and OUTLOOK;  
l excellent written and oral communication skills in English. 




(3) Personal 




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l a strong sense of duty and responsibility;  
l good organisational skills, with resilience and receptiveness to change in a rapidly evolving work environment;  
l accuracy and attention to detail;  
l ability to work in a team in a multicultural environment;  
l excellent interpersonal skills and customer service orientation;  
l ability to deal with confidential information.  




(4) Desirable 




l prior experience in relevant fields such as finance or economics;  
l good knowledge of French. 




The Administrative Assistant will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Administrative Assistant will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AST4. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Administrative Assistant at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: IT Security Administrator




Type of post : Contractual Agent




Function group : IV 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the direction of the Head of the IT Unit, the IT Security Administrator will contribute to ensuring the necessary support of the 
Communications and Information Systems of the Agency.  
 
In particular s/he will perform the following tasks within the IT Unit:  
 




l provide and administer servers in a Microsoft Windows based environment (Active directory, Exchange, SharePoint, IIS, SQL);   
l administer network devices (switches, routers) and border protection devices (firewalls, intrusion prevention systems);   
l administer Security Information and Event Management (SIEM) system;  
l design and implement IT security and auditing policies;  
l perform IT security monitoring and incident management;   
l support of end-users in the use of the internal IT tools;   
l design, manage and supervise networks and telecommunications;   
l initiate, design, implement, monitor, audit and maintain IT security, risk and compliance technologies;  
l document, evaluate existing solutions and propose risk mitigation solutions to enhance security and reduce risk exposure;  
l execute security vulnerability testing;  
l lead detailed technical evaluations of projects with respect to security;  
l support and maintain EDA’s Business Continuity & Disaster Recovery infrastructure;  
l support and maintain EDA’s CLASS network;  
l take on additional tasks as required in the interest of the service. 




 Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies of at least three years attested by a diploma or be a 




graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




(2) Professional  
 
The candidate will be required to demonstrate that he/she has: 




l experience in administering servers primarily in a Microsoft Windows based environment;  
l very strong network administration knowledge;  
l excellent knowledge in implementing IT security and audits policies;  
l experience in IT security monitoring and incident management;  
l 5 years of professional experience acquired in positions related to the profile of the post;  
l a very good knowledge of English. 




The candidate will preferably also have administration knowledge of the following: 




l Microsoft Active Directory;   
l Microsoft Exchange 2010/2013;   
l Microsoft SharePoint 2010/2013   
l Microsoft SQL 2005/2008/2008R2 server;   
l Microsoft Hyper-V and Cluster environments;   
l Microsoft IIS 7.5;   
l in-depth knowledge and experience with Firewalls and other border protection devices. 




(3) Personal  




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l the ability to work in a team;  
l a ‘can-do’ attitude;  
l the ability to take decisions under pressure;  
l the ability to focus on service and results, always with strong motivation;  
l flexibility and innovation;  
l commitment to the Agency’s objectives. 




c. Desirable 




l Knowledge of security policies and guides on handling EU classified information or equivalent high security environments;  
l excellent skills in drafting IT documentation;  
l experience in deploying and managing two-factor authentication systems;  
l experience in administering Splunk for operational and security analysis of logs or other SIEM systems;  
l experience in administering Microsoft Forefront Identity Manager or other Identity Management solutions;  
l IT Security Certifications such as CISSP;  
l already holding a valid security clearance certificate (minimum SECRET), from his/her national security authority. 




The IT Security Administrator will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The IT Security Administrator will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the contractual staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as group IV . 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of IT Security Administrator at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: IT Security Administrator




Type of post : Contractual Agent




Function group : IV 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the direction of the Head of the IT Unit, the IT Security Administrator will contribute to ensuring the necessary support of the 
Communications and Information Systems of the Agency.  
 
In particular s/he will perform the following tasks within the IT Unit:  
 




l provide and administer servers in a Microsoft Windows based environment (Active directory, Exchange, SharePoint, IIS, SQL);   
l administer network devices (switches, routers) and border protection devices (firewalls, intrusion prevention systems);   
l administer Security Information and Event Management (SIEM) system;  
l design and implement IT security and auditing policies;  
l perform IT security monitoring and incident management;   
l support of end-users in the use of the internal IT tools;   
l design, manage and supervise networks and telecommunications;   
l initiate, design, implement, monitor, audit and maintain IT security, risk and compliance technologies;  
l document, evaluate existing solutions and propose risk mitigation solutions to enhance security and reduce risk exposure;  
l execute security vulnerability testing;  
l lead detailed technical evaluations of projects with respect to security;  
l support and maintain EDA’s Business Continuity & Disaster Recovery infrastructure;  
l support and maintain EDA’s CLASS network;  
l take on additional tasks as required in the interest of the service. 




 Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies of at least three years attested by a diploma or be a 




graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




(2) Professional  
 
The candidate will be required to demonstrate that he/she has: 




l experience in administering servers primarily in a Microsoft Windows based environment;  
l very strong network administration knowledge;  
l excellent knowledge in implementing IT security and audits policies;  
l experience in IT security monitoring and incident management;  
l 5 years of professional experience acquired in positions related to the profile of the post;  
l a very good knowledge of English. 




The candidate will preferably also have administration knowledge of the following: 




l Microsoft Active Directory;   
l Microsoft Exchange 2010/2013;   
l Microsoft SharePoint 2010/2013   
l Microsoft SQL 2005/2008/2008R2 server;   
l Microsoft Hyper-V and Cluster environments;   
l Microsoft IIS 7.5;   
l in-depth knowledge and experience with Firewalls and other border protection devices. 




(3) Personal  




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l the ability to work in a team;  
l a ‘can-do’ attitude;  
l the ability to take decisions under pressure;  
l the ability to focus on service and results, always with strong motivation;  
l flexibility and innovation;  
l commitment to the Agency’s objectives. 




c. Desirable 




l Knowledge of security policies and guides on handling EU classified information or equivalent high security environments;  
l excellent skills in drafting IT documentation;  
l experience in deploying and managing two-factor authentication systems;  
l experience in administering Splunk for operational and security analysis of logs or other SIEM systems;  
l experience in administering Microsoft Forefront Identity Manager or other Identity Management solutions;  
l IT Security Certifications such as CISSP;  
l already holding a valid security clearance certificate (minimum SECRET), from his/her national security authority. 




The IT Security Administrator will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The IT Security Administrator will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the contractual staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as group IV . 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of IT Security Administrator at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: IT Security Administrator




Type of post : Contractual Agent




Function group : IV 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the direction of the Head of the IT Unit, the IT Security Administrator will contribute to ensuring the necessary support of the 
Communications and Information Systems of the Agency.  
 
In particular s/he will perform the following tasks within the IT Unit:  
 




l provide and administer servers in a Microsoft Windows based environment (Active directory, Exchange, SharePoint, IIS, SQL);   
l administer network devices (switches, routers) and border protection devices (firewalls, intrusion prevention systems);   
l administer Security Information and Event Management (SIEM) system;  
l design and implement IT security and auditing policies;  
l perform IT security monitoring and incident management;   
l support of end-users in the use of the internal IT tools;   
l design, manage and supervise networks and telecommunications;   
l initiate, design, implement, monitor, audit and maintain IT security, risk and compliance technologies;  
l document, evaluate existing solutions and propose risk mitigation solutions to enhance security and reduce risk exposure;  
l execute security vulnerability testing;  
l lead detailed technical evaluations of projects with respect to security;  
l support and maintain EDA’s Business Continuity & Disaster Recovery infrastructure;  
l support and maintain EDA’s CLASS network;  
l take on additional tasks as required in the interest of the service. 




 Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies of at least three years attested by a diploma or be a 




graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




(2) Professional  
 
The candidate will be required to demonstrate that he/she has: 




l experience in administering servers primarily in a Microsoft Windows based environment;  
l very strong network administration knowledge;  
l excellent knowledge in implementing IT security and audits policies;  
l experience in IT security monitoring and incident management;  
l 5 years of professional experience acquired in positions related to the profile of the post;  
l a very good knowledge of English. 




The candidate will preferably also have administration knowledge of the following: 




l Microsoft Active Directory;   
l Microsoft Exchange 2010/2013;   
l Microsoft SharePoint 2010/2013   
l Microsoft SQL 2005/2008/2008R2 server;   
l Microsoft Hyper-V and Cluster environments;   
l Microsoft IIS 7.5;   
l in-depth knowledge and experience with Firewalls and other border protection devices. 




(3) Personal  




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l the ability to work in a team;  
l a ‘can-do’ attitude;  
l the ability to take decisions under pressure;  
l the ability to focus on service and results, always with strong motivation;  
l flexibility and innovation;  
l commitment to the Agency’s objectives. 




c. Desirable 




l Knowledge of security policies and guides on handling EU classified information or equivalent high security environments;  
l excellent skills in drafting IT documentation;  
l experience in deploying and managing two-factor authentication systems;  
l experience in administering Splunk for operational and security analysis of logs or other SIEM systems;  
l experience in administering Microsoft Forefront Identity Manager or other Identity Management solutions;  
l IT Security Certifications such as CISSP;  
l already holding a valid security clearance certificate (minimum SECRET), from his/her national security authority. 




The IT Security Administrator will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The IT Security Administrator will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the contractual staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as group IV . 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of IT Security Administrator at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: IT Security Administrator




Type of post : Contractual Agent




Function group : IV 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 1 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Corporate Services Directorate manages the human resources, finance, legal, procurement and contract activities, as well as 
information technology, infrastructure and security to ensure the smooth and efficient functioning of EDA. 




Under the direction of the Head of the IT Unit, the IT Security Administrator will contribute to ensuring the necessary support of the 
Communications and Information Systems of the Agency.  
 
In particular s/he will perform the following tasks within the IT Unit:  
 




l provide and administer servers in a Microsoft Windows based environment (Active directory, Exchange, SharePoint, IIS, SQL);   
l administer network devices (switches, routers) and border protection devices (firewalls, intrusion prevention systems);   
l administer Security Information and Event Management (SIEM) system;  
l design and implement IT security and auditing policies;  
l perform IT security monitoring and incident management;   
l support of end-users in the use of the internal IT tools;   
l design, manage and supervise networks and telecommunications;   
l initiate, design, implement, monitor, audit and maintain IT security, risk and compliance technologies;  
l document, evaluate existing solutions and propose risk mitigation solutions to enhance security and reduce risk exposure;  
l execute security vulnerability testing;  
l lead detailed technical evaluations of projects with respect to security;  
l support and maintain EDA’s Business Continuity & Disaster Recovery infrastructure;  
l support and maintain EDA’s CLASS network;  
l take on additional tasks as required in the interest of the service. 




 Duties may evolve according to development of the EDA’s structure and activities, and the decisions of EDA management. 




a. Conditions for eligibility: 
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have completed any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies of at least three years attested by a diploma or be a 




graduate of a national or international Defence College. 




b. Essential selection criteria: 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in a position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate ’ (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate.);  




(2) Professional  
 
The candidate will be required to demonstrate that he/she has: 




l experience in administering servers primarily in a Microsoft Windows based environment;  
l very strong network administration knowledge;  
l excellent knowledge in implementing IT security and audits policies;  
l experience in IT security monitoring and incident management;  
l 5 years of professional experience acquired in positions related to the profile of the post;  
l a very good knowledge of English. 




The candidate will preferably also have administration knowledge of the following: 




l Microsoft Active Directory;   
l Microsoft Exchange 2010/2013;   
l Microsoft SharePoint 2010/2013   
l Microsoft SQL 2005/2008/2008R2 server;   
l Microsoft Hyper-V and Cluster environments;   
l Microsoft IIS 7.5;   
l in-depth knowledge and experience with Firewalls and other border protection devices. 




(3) Personal  




All staff must be able to fit into the Agency's way of working (see para. 2). Other attributes important for this post include: 




l the ability to work in a team;  
l a ‘can-do’ attitude;  
l the ability to take decisions under pressure;  
l the ability to focus on service and results, always with strong motivation;  
l flexibility and innovation;  
l commitment to the Agency’s objectives. 




c. Desirable 




l Knowledge of security policies and guides on handling EU classified information or equivalent high security environments;  
l excellent skills in drafting IT documentation;  
l experience in deploying and managing two-factor authentication systems;  
l experience in administering Splunk for operational and security analysis of logs or other SIEM systems;  
l experience in administering Microsoft Forefront Identity Manager or other Identity Management solutions;  
l IT Security Certifications such as CISSP;  
l already holding a valid security clearance certificate (minimum SECRET), from his/her national security authority. 




The IT Security Administrator will be required to make a declaration of commitment to act independently in the Agency ’s interest and to 
make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The IT Security Administrator will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the contractual staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as group IV . 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of IT Security Administrator at the EDA. This list is valid until 
31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates may 
be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Project Officer Airworthiness 




Type of post : Temporary agent post




Grade : AD10 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 16 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Cooperation Planning & Support (CPS) Directorate focuses on the early identification of requirements at European level and the 
through-life aspect of capabilities. The directorate is responsible for capability planning through the Capability Development Plan and the 
Cooperative Programme Database, and Pooling & Sharing including the Code of Conduct. It is also responsible for key enablers to support 
defence cooperation and enhance interoperability: military airworthiness, standardisation and certification, and education and training. 
The CPS Directorate supports the Member States in identifying operational and financial consequences, as well as opportunities, that 
SESAR (Single European Sky ATM Research programme) may bring to European air forces and facilitates the coordination of military views 
in this context. The directorate also acts as the military interface for the EU institutions (e.g. European Commission/DG MOVE, EASA), as 
well as other SESAR related bodies (e.g. SESAR Deployment Manager, SESAR Joint Undertaking), on SES (Single European Sky) related 
issues. In addition, the directorate provides support to CSDP military and civilian operations and missions and EU Battlegroups, at the 
request of their Member States. 




The Project Officer Airworthiness will work under the direction of the Head of Unit Military Airworthiness, Standardisation and Certification 
and will contribute to the following activities: 




l prepare strategies, policies and methods for more effective and efficient cooperation in the field of military airworthiness, through 
mutual recognition between national authorities based on the European Military Airworthiness Requirements (EMAR);  




l assume responsibility for issues regarding military airworthiness, aviation safety and related topics;  
l chair and coordinate working groups (e.g. in the context of the MAWA Forum and/or its Taskforces and Advisory Groups), 




workshops, seminars and conferences, in the area of responsibility;  
l establish relations and coordination with Member States, European Commission, Civil Airworthiness Authorities, related industries and 




other key stakeholders regarding the introduction and management of initiatives and cooperative programmes in the airworthiness 
area;  




l contribute to the harmonization of civil and military approaches to airworthiness and certification, as well as applicable standards;  
l initiate and support efforts to converge military and civil airworthiness requirements and aviation safety authorities together with 




policy, cooperation and decision bodies;  
l support the development of standards, rules and requirements for airworthiness;  
l support the broader work of the Military Airworthiness, Standardisation and Certification Unit as directed by the Head of Unit and CPS 




Director;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to the development of the EDA's structure and activities, and decisions of the EDA management.  




a. Conditions for eligibility:  
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




 
b. Essential selection criteria 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in the position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has:   




l a minimum of 12 years of professional experience acquired after the award of the qualification required as a condition of eligibility;  
l a good understanding and professional experience of the challenges related to dealing with military aviation regulations, 




airworthiness, safety and certification issues, on a national and international level;  
l practical experience in areas of military airworthiness regulation, initial and continued certification of military aircraft products 




organisation and personnel;  
l proven knowledge of technical and safety requirements relevant to aircraft certification or operational approval and related 




administrative and technical procedures;  
l good leadership and management skills in the airworthiness area and ability to work with an international team;  
l knowledge of operational and organisational requirements for operating aerial vehicles;  
l a very good command of written and spoken English. 




 
Furthermore, the candidate will also be required to demonstrate that he/she has: 




l relevant knowledge/experience of defence acquisition work and of international defence collaborations;  
l familiarity with European defence cooperation structures;  
l familiarity with the defence international environment (especially CSDP);  
l a track record of delivering relevant successful business outcomes. 




(3) Personal  




All staff must be able to fit into the Agency's way of working. Other attributes important for this post include:   




l ability to work in a team and independently in his/her area of responsibility;  
l ability to work effectively in a multinational environment;  
l result-orientation and strong motivation;  
l flexibility and innovativeness;  
l genuine commitment to the Agency's vision, values and objectives;  
l strong conceptual, communication, interpersonal, and analytical skills;  
l being computer-literate. 




The Project Officer Airworthiness will be required to make a declaration of commitment to act independently in the Agency’s interest and 
to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Project Officer Airworthiness will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD10. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Project Officer Airworthiness at the EDA. This list is valid 
until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates 
may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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Post: Project Officer Airworthiness 




Type of post : Temporary agent post




Grade : AD10 




Management of staff: N.A.




Location: Brussels




Indicative starting date: 16 January 2016




Level of Security Clearance: SECRET UE/EU SECRET 




Closing date for applications 23 November 2015




The selection of candidates will follow the EDA Staff Recruitment Procedure. Candidates must apply for this post via the 
EDA website http://www.eda.europa.eu - vacancies. Please note that to make an EDA on-line application you will need 
to create your EDA profile using a valid e-mail address and a password. 




The European Defence Agency was established on 12 July 2004, and is governed by Council Decision (CFSP) 2015/1835 defining the 
statute, seat and operational rules of the European Defence Agency.  
 
The Agency has its headquarters in Brussels.  




The main task of the EDA is to support the Council and the Member States in their effort to improve the Union's defence capabilities in the 
field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
 
The Agency is structured into four directorates. Three operational directorates: Cooperation Planning & Support; Capability, Armaments & 
Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Cooperation Planning & Support (CPS) Directorate focuses on the early identification of requirements at European level and the 
through-life aspect of capabilities. The directorate is responsible for capability planning through the Capability Development Plan and the 
Cooperative Programme Database, and Pooling & Sharing including the Code of Conduct. It is also responsible for key enablers to support 
defence cooperation and enhance interoperability: military airworthiness, standardisation and certification, and education and training. 
The CPS Directorate supports the Member States in identifying operational and financial consequences, as well as opportunities, that 
SESAR (Single European Sky ATM Research programme) may bring to European air forces and facilitates the coordination of military views 
in this context. The directorate also acts as the military interface for the EU institutions (e.g. European Commission/DG MOVE, EASA), as 
well as other SESAR related bodies (e.g. SESAR Deployment Manager, SESAR Joint Undertaking), on SES (Single European Sky) related 
issues. In addition, the directorate provides support to CSDP military and civilian operations and missions and EU Battlegroups, at the 
request of their Member States. 




The Project Officer Airworthiness will work under the direction of the Head of Unit Military Airworthiness, Standardisation and Certification 
and will contribute to the following activities: 




l prepare strategies, policies and methods for more effective and efficient cooperation in the field of military airworthiness, through 
mutual recognition between national authorities based on the European Military Airworthiness Requirements (EMAR);  




l assume responsibility for issues regarding military airworthiness, aviation safety and related topics;  
l chair and coordinate working groups (e.g. in the context of the MAWA Forum and/or its Taskforces and Advisory Groups), 




workshops, seminars and conferences, in the area of responsibility;  
l establish relations and coordination with Member States, European Commission, Civil Airworthiness Authorities, related industries and 




other key stakeholders regarding the introduction and management of initiatives and cooperative programmes in the airworthiness 
area;  




l contribute to the harmonization of civil and military approaches to airworthiness and certification, as well as applicable standards;  
l initiate and support efforts to converge military and civil airworthiness requirements and aviation safety authorities together with 




policy, cooperation and decision bodies;  
l support the development of standards, rules and requirements for airworthiness;  
l support the broader work of the Military Airworthiness, Standardisation and Certification Unit as directed by the Head of Unit and CPS 




Director;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to the development of the EDA's structure and activities, and decisions of the EDA management.  




a. Conditions for eligibility:  
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




 
b. Essential selection criteria 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in the position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has:   




l a minimum of 12 years of professional experience acquired after the award of the qualification required as a condition of eligibility;  
l a good understanding and professional experience of the challenges related to dealing with military aviation regulations, 




airworthiness, safety and certification issues, on a national and international level;  
l practical experience in areas of military airworthiness regulation, initial and continued certification of military aircraft products 




organisation and personnel;  
l proven knowledge of technical and safety requirements relevant to aircraft certification or operational approval and related 




administrative and technical procedures;  
l good leadership and management skills in the airworthiness area and ability to work with an international team;  
l knowledge of operational and organisational requirements for operating aerial vehicles;  
l a very good command of written and spoken English. 




 
Furthermore, the candidate will also be required to demonstrate that he/she has: 




l relevant knowledge/experience of defence acquisition work and of international defence collaborations;  
l familiarity with European defence cooperation structures;  
l familiarity with the defence international environment (especially CSDP);  
l a track record of delivering relevant successful business outcomes. 




(3) Personal  




All staff must be able to fit into the Agency's way of working. Other attributes important for this post include:   




l ability to work in a team and independently in his/her area of responsibility;  
l ability to work effectively in a multinational environment;  
l result-orientation and strong motivation;  
l flexibility and innovativeness;  
l genuine commitment to the Agency's vision, values and objectives;  
l strong conceptual, communication, interpersonal, and analytical skills;  
l being computer-literate. 




The Project Officer Airworthiness will be required to make a declaration of commitment to act independently in the Agency’s interest and 
to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Project Officer Airworthiness will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD10. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Project Officer Airworthiness at the EDA. This list is valid 
until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates 
may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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field of crisis management and to sustain the Common Security and Defence Policy (CSDP) as it currently stands and as it develops in the 
future. 
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Technology; and European Synergies & Innovation and the Corporate Services Directorate.  




The Agency is an “outward-facing” organisation, constantly interacting with its shareholders, the participating Member States, as well as 
with a wide range of stakeholders. It works in an integrated way, with multi-disciplinary teams representing all the Agency’s functional 
areas, to realise its objectives. Its business processes are flexible and oriented towards achieving results. Staff at all levels need to 
demonstrate the corresponding qualities of commitment, flexibility, innovation, and team-working; to work effectively with shareholders and 
stakeholder groups, formal and informal; and to operate without the need for detailed direction. 




The Cooperation Planning & Support (CPS) Directorate focuses on the early identification of requirements at European level and the 
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Cooperative Programme Database, and Pooling & Sharing including the Code of Conduct. It is also responsible for key enablers to support 
defence cooperation and enhance interoperability: military airworthiness, standardisation and certification, and education and training. 
The CPS Directorate supports the Member States in identifying operational and financial consequences, as well as opportunities, that 
SESAR (Single European Sky ATM Research programme) may bring to European air forces and facilitates the coordination of military views 
in this context. The directorate also acts as the military interface for the EU institutions (e.g. European Commission/DG MOVE, EASA), as 
well as other SESAR related bodies (e.g. SESAR Deployment Manager, SESAR Joint Undertaking), on SES (Single European Sky) related 
issues. In addition, the directorate provides support to CSDP military and civilian operations and missions and EU Battlegroups, at the 
request of their Member States. 




The Project Officer Airworthiness will work under the direction of the Head of Unit Military Airworthiness, Standardisation and Certification 
and will contribute to the following activities: 




l prepare strategies, policies and methods for more effective and efficient cooperation in the field of military airworthiness, through 
mutual recognition between national authorities based on the European Military Airworthiness Requirements (EMAR);  




l assume responsibility for issues regarding military airworthiness, aviation safety and related topics;  
l chair and coordinate working groups (e.g. in the context of the MAWA Forum and/or its Taskforces and Advisory Groups), 




workshops, seminars and conferences, in the area of responsibility;  
l establish relations and coordination with Member States, European Commission, Civil Airworthiness Authorities, related industries and 




other key stakeholders regarding the introduction and management of initiatives and cooperative programmes in the airworthiness 
area;  




l contribute to the harmonization of civil and military approaches to airworthiness and certification, as well as applicable standards;  
l initiate and support efforts to converge military and civil airworthiness requirements and aviation safety authorities together with 




policy, cooperation and decision bodies;  
l support the development of standards, rules and requirements for airworthiness;  
l support the broader work of the Military Airworthiness, Standardisation and Certification Unit as directed by the Head of Unit and CPS 




Director;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to the development of the EDA's structure and activities, and decisions of the EDA management.  




a. Conditions for eligibility:  
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




 
b. Essential selection criteria 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in the position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has:   




l a minimum of 12 years of professional experience acquired after the award of the qualification required as a condition of eligibility;  
l a good understanding and professional experience of the challenges related to dealing with military aviation regulations, 




airworthiness, safety and certification issues, on a national and international level;  
l practical experience in areas of military airworthiness regulation, initial and continued certification of military aircraft products 




organisation and personnel;  
l proven knowledge of technical and safety requirements relevant to aircraft certification or operational approval and related 




administrative and technical procedures;  
l good leadership and management skills in the airworthiness area and ability to work with an international team;  
l knowledge of operational and organisational requirements for operating aerial vehicles;  
l a very good command of written and spoken English. 




 
Furthermore, the candidate will also be required to demonstrate that he/she has: 




l relevant knowledge/experience of defence acquisition work and of international defence collaborations;  
l familiarity with European defence cooperation structures;  
l familiarity with the defence international environment (especially CSDP);  
l a track record of delivering relevant successful business outcomes. 




(3) Personal  




All staff must be able to fit into the Agency's way of working. Other attributes important for this post include:   




l ability to work in a team and independently in his/her area of responsibility;  
l ability to work effectively in a multinational environment;  
l result-orientation and strong motivation;  
l flexibility and innovativeness;  
l genuine commitment to the Agency's vision, values and objectives;  
l strong conceptual, communication, interpersonal, and analytical skills;  
l being computer-literate. 




The Project Officer Airworthiness will be required to make a declaration of commitment to act independently in the Agency’s interest and 
to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Project Officer Airworthiness will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD10. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Project Officer Airworthiness at the EDA. This list is valid 
until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates 
may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 
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well as other SESAR related bodies (e.g. SESAR Deployment Manager, SESAR Joint Undertaking), on SES (Single European Sky) related 
issues. In addition, the directorate provides support to CSDP military and civilian operations and missions and EU Battlegroups, at the 
request of their Member States. 




The Project Officer Airworthiness will work under the direction of the Head of Unit Military Airworthiness, Standardisation and Certification 
and will contribute to the following activities: 




l prepare strategies, policies and methods for more effective and efficient cooperation in the field of military airworthiness, through 
mutual recognition between national authorities based on the European Military Airworthiness Requirements (EMAR);  




l assume responsibility for issues regarding military airworthiness, aviation safety and related topics;  
l chair and coordinate working groups (e.g. in the context of the MAWA Forum and/or its Taskforces and Advisory Groups), 




workshops, seminars and conferences, in the area of responsibility;  
l establish relations and coordination with Member States, European Commission, Civil Airworthiness Authorities, related industries and 




other key stakeholders regarding the introduction and management of initiatives and cooperative programmes in the airworthiness 
area;  




l contribute to the harmonization of civil and military approaches to airworthiness and certification, as well as applicable standards;  
l initiate and support efforts to converge military and civil airworthiness requirements and aviation safety authorities together with 




policy, cooperation and decision bodies;  
l support the development of standards, rules and requirements for airworthiness;  
l support the broader work of the Military Airworthiness, Standardisation and Certification Unit as directed by the Head of Unit and CPS 




Director;  
l take on additional tasks as required in the interest of the service. 




Duties may evolve according to the development of the EDA's structure and activities, and decisions of the EDA management.  




a. Conditions for eligibility:  
 
(1) General 




l be a national of a Member State participating in the Agency;  
l be entitled to his/her full rights as a citizen;  
l have fulfilled any obligations imposed on him/her by the laws concerning military service;  
l produces the appropriate character references as to his/her suitability for the performance of his/her duties;  
l be physically fit to perform his/her duties;  
l have a thorough knowledge of one of the languages of the participating Member States and a satisfactory knowledge of another 




language of the participating Member States to the extent necessary for the performance of his/her duties;  
l have a level of education which corresponds to completed university studies attested by a diploma when the normal period of 




university education is four years or more; or a level of education which corresponds to completed university studies attested by a 
diploma and appropriate professional experience of at least one year when the normal period of university education is at least three 
years; or be a graduate of a national or international Defence College. 




 
b. Essential selection criteria 




(1) General 




The candidate will:  




l have no personal interest (financial, family relationship, or other) which could be in conflict with disinterested discharge of his/her 
duties within the Agency;  




l hold, or be in the position to obtain, a valid Personnel Security Clearance Certificate (national or EU PSC at SECRET UE/EU SECRET 
level). Personnel Security Clearance Certificate (PSCC) means a certificate issued by a competent authority establishing that an 
individual is security cleared and holds a valid national or EU PSC, and which shows the level of EUCI to which that individual may be 
granted access (CONFIDENTIEL UE/EU CONFIDENTIAL or above), the date of validity of the relevant PSC and the date of expiry 
of the certificate itself. Note that the necessary procedure for obtaining a PSCC can be initiated on request of the employer only, 
and not by the individual candidate). 




(2) Professional  




The candidate will be required to demonstrate that he/she has:   




l a minimum of 12 years of professional experience acquired after the award of the qualification required as a condition of eligibility;  
l a good understanding and professional experience of the challenges related to dealing with military aviation regulations, 




airworthiness, safety and certification issues, on a national and international level;  
l practical experience in areas of military airworthiness regulation, initial and continued certification of military aircraft products 




organisation and personnel;  
l proven knowledge of technical and safety requirements relevant to aircraft certification or operational approval and related 




administrative and technical procedures;  
l good leadership and management skills in the airworthiness area and ability to work with an international team;  
l knowledge of operational and organisational requirements for operating aerial vehicles;  
l a very good command of written and spoken English. 




 
Furthermore, the candidate will also be required to demonstrate that he/she has: 




l relevant knowledge/experience of defence acquisition work and of international defence collaborations;  
l familiarity with European defence cooperation structures;  
l familiarity with the defence international environment (especially CSDP);  
l a track record of delivering relevant successful business outcomes. 




(3) Personal  




All staff must be able to fit into the Agency's way of working. Other attributes important for this post include:   




l ability to work in a team and independently in his/her area of responsibility;  
l ability to work effectively in a multinational environment;  
l result-orientation and strong motivation;  
l flexibility and innovativeness;  
l genuine commitment to the Agency's vision, values and objectives;  
l strong conceptual, communication, interpersonal, and analytical skills;  
l being computer-literate. 




The Project Officer Airworthiness will be required to make a declaration of commitment to act independently in the Agency’s interest and 
to make a declaration in relation to interests that might be considered prejudicial to his/her independence.  




The Project Officer Airworthiness will be appointed by the Chief Executive, upon recommendation of the Chairman of the Selection 
Committee. 




Recruitment will be as a member of the temporary staff of the Agency for a four-year period (unless a shorter period is mutually agreed 
between the parties). Renewal is possible within the limits set out in the EDA Staff Regulations. The successful candidate will be recruited 
as AD10. 




Failure to obtain the requisite security clearance certificate before the expiration of the probationary period may be cause for termination 
of the contract. 
 
Candidates are advised that part of the recruitment process includes medical analyses and physical check-up with an Agency’s Medical 
Adviser. 
 
Applications are invited with a view to establishing a reserve list for the post of Project Officer Airworthiness at the EDA. This list is valid 
until 31/12/2016, and may be extended by decision of the Chief Executive. During the validity of the reserve list, successful candidates 
may be offered a post in the EDA according to their competences in relation to the specific requirements of the vacant post.  




Inclusion on the reserve list does not imply any entitlement of employment in the Agency. 




The EDA is an equal opportunities employer and accepts applications without distinction on the grounds of age, race, political, philosophical 
or religious conviction, sex or sexual orientation and regardless of disabilities, marital status or family situation. 




Candidates must submit their application electronically solely via the EDA website. Applications by any other means (hard copy or ordinary 
e-mail) will not be accepted. Applications must be submitted no later than midnight. Candidates are reminded that the on-line application 
system will not accept applications after midnight (Brussels time, GMT+1) on the date of the deadline.  
 
A selection committee will be appointed. Please note that the selection committee's internal proceedings are strictly confidential and that 
any contact with its members is forbidden. 
 
If recruited, you will be requested to supply documentary evidence in support of the statements that you make for this application. Do 
not send any supporting or supplementary information until you have been asked to do so by the Agency.  
 
Please note that once you have created your EDA profile, any correspondence regarding your application must be sent or received via 
your EDA profile.  
 
For any prior enquiry, please refer to the FAQ (Frequently asked questions) section, or send an e-mail to recruitment@eda.europa.eu.  




Please note that EDA will not return applications to candidates. The personal information EDA requests from candidates will be processed in 
line with Regulation (EC) N° 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals 
with regard to the processing of personal data by the Community institutions and bodies and on the free movement of such data. The 
purpose of processing personal data which candidates submit is to manage applications in view of possible pre-selection and recruitment at 
EDA. 
More information on personal data protection in relation to selection and recruitment can be found on the EDA website: 
http://www.eda.europa.eu/jobs/dataprotection 







mailto:recruitment@eda.europa.eu



http://www.eda.europa.eu/jobs/dataprotection
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e-Application Quick Reference Card for Rotations and 
Publications V 1.4 



In This Reference Card 



 
 You can find material on:  



 



Topic See Page 



General Information 1 



To Read Before You Apply 1 



Applying for Rotations Exercises and Publications 4 



In Case You Need Assistance 10 
 



 



General Information 



 
What is e-



Application?  



e-Application is a system which allows concerned participants to apply for Rotation 



exercises and Publications.  



 
Access and 



login 



In order to participate in the rotation exercises and publications, you need to:  



1.  Open a web browser;  



2.  Copy the following URL: https://webgate.ec.europa.eu/eapplication/index.cfm.  



3.  If you are not authenticated yet, do so now using your ECAS login and password.  



 
Terminology 



used 



Please note that staffing programme is a general term which, in the current document it 



applies to rotation exercises and publications.  



 



To Read Before You Apply   



 
General 



remarks  



1. You can fill in the application starting with any section (tab) you want (not necessarily in 



the order in which the tabs are displayed). You can start filling in information regarding 



the professional experience, for example, and then go back to the personal information.  



2. Make sure you save the information before switching to a different tab. 



Please note that you can save information either using the Save, Add or Upload buttons 



available in the page, according to the type of information in the tab. If no Save button 



is available in the page, the information is saved automatically.   



If you leave the tab without saving the information, a message will be displayed to 



inform you that there is unsaved information: 



 





https://webgate.ec.europa.eu/eapplication/index.cfm


https://webgate.ec.europa.eu/eapplication/index.cfm
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You can click Back and go back to that tab and save the information, or you can click 



Close and go on to the next tab without saving it.  



3. Fields marked with an asterisk (*) are mandatory fields. 



4. If there are mandatory fields which have not been filled in, an exclamation mark  is 



displayed next to them when the user wants to leave that section. 



 
The e-



Application 



screen  



After logging in and accessing the Applications menu, the system displays the e-



Application screen, where you need to select your current employer and a Rotation 



Exercise and/or a Publication: 



 



As a result, the system will display the following page whose main purpose is to permit 



candidates to select the Staffing Programme that they want to apply.  To do so,  the screen 



contains filters  to easily identify the targeted programme:  



 



What you can do  How  



Search for a certain 



job title by typing 



the job name  



 



Filter the list to see 



only the 



programmes you 



applied / didn't 



apply for  



 



See what 



programmes were 



created since a 



certain date (for 



example, the last 



time you accessed 



e-Application) 
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Apply for a job 



 



 



Finally, you will get to the rotations and publications exercise home screen:  



 



 



 
Viewing the 



available jobs  



Before proceeding to apply for a job, you can view the list of available jobs for each 



rotation and publication exercise.  



For example, if you want to apply for ROTATION EEAS – 2014 and view what jobs are 



available, you can click on the programme. The list are displayed below:  



 



The system displays a list which shows all the available jobs for that programme, with 



information on the post type, status and the application status.  
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Applying for Rotations Exercises and Publications  



 
The application 



stages 



Following are the stages you should go through when applying.  



Each stage is described in the following pages, in the order of occurrence:  



Stage Description 



1 Select the staffing programme (below) 



2 Enter personal information (en page 5) 



3 Select a post (on page 6) 



4 Enter professional experience information (en page 7) 



5 Enter EU Staff information (en page 8) 



6 Attach supporting documents (on page 9) 



7 Review and submit the application (on page 9) 
 



 
Stage 1 – Select 



the staffing 



programme 



Follow the steps below:  



 



Step Description  



1 Access the Applications menu.  



2 Select your current employer.  



Please note that the current employer information is always displayed 



in the upper right corner of the Information System and you can change 



it at any time. 



After that, in the Staffing programmes to display panel, select Rotation 



and/or Publication, and then click the Proceed.  



Result: The system displays the screen where you must select the staffing 



programme for which you want to apply.  



Please note that the available programmes have at least one of the 



following features:  



 The Rotation(s) or Publication(s) for which the logged-in candidate 



has applied, and which are still within the Visibility Date of the 



Programme.  



 The Rotations or Publications open for Applications, for which there 



are Types of Jobs available/accessible at the logged-in candidate's 



employer.  



 The Mobility programmes for which the candidate has applied, and are 



still within the visibility date of the Programme.  



 The Mobility programme(s) open for Applications, for which the 



logged-in candidate is in the list of participants. 



3 Click on the programme in which you want to participate. 



Result: The system displays only the post types available/accessible 



according to your employer.  



4 Click Apply next to the post type you are interested in.  



Result: The system displays the application form, on the Personal 



Information tab.  



For more information about filling in the application, please refer to the 



sections below.  
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Stage 2 – Enter 



personal 



information 



Before you proceed, please note that:   



1. For EEAS / European Commission ECAS users, the information on gender, surname, 



first name, e-mail address, birth date, nationality and current employer comes from the 



Sysper2 Information System and cannot be modified. In case any technical problem does 



not permit e-Application to retrieve some data from Sysper2, users can fill in these fields 



themselves. 



2. The information you enter/modify here will be changed at the programme level, that is, it 



will change for all of the applications made within this rotation or publication exercise. 



For example, if you change the phone number when applying for an AD Non-



Management post, the change will also be valid for the AD Management post application 



done before. 



Access the Personal Information tab and fill in the following fields: 



Field Description 



Gender For registered users, the information comes from Sysper2 and cannot 



be modified.  



Drop-down list with compulsory choice between Male (M) and 



Female (F)  



Surname For registered users, the information comes from Sysper2 and cannot 



be modified.  



(Family Name) This text field accepts only alphabetical characters 



(hyphens included to separate combined surnames).  



The surname will be automatically converted in UPPERCASE letters. 



First name For registered users, the information comes from Sysper2 and cannot 



be modified.  



Text field accepting alphabetical characters (hyphens included to 



separate first and second name)  



Current postal 



address 



Text field accepting both alphabetical characters and digits  



E-mail For registered users, the information comes from Sysper2 and cannot 



be modified.  



External ECAS users can enter only one e-mail address here. 



Standard e-mail characters are accepted. 



Birth date For registered users, the information comes from Sysper2 and cannot 



be modified.  



Click on the field and a calendar will be displayed – you have to 



select a date, a month and a year.  



Once a date is chosen, the value is shown in the dd/mm/YYYY format.  



Nationality For registered users, the information comes from Sysper2 and cannot 



be modified.  



You can enter only one value here, which MUST be a European 



Union one. If you have a second nationality, this should be 



mentioned in the Second nationality field (see below).  



Second 



Nationality 
Only if you have a second nationality  



The maximum number of nationalities per candidate is two.  



Telephone 1 Compulsory telephone number.  



The field MUST contain only numbers and the country code must be 



included 



Telephone 2 Optional telephone number  



The field MUST contain only numbers and the country code must be 
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included 



Current 



Employer 



For registered users the field is automatically filled in from Sysper2.  



Nationality of 



the partner  



You should make a selection here only if they have a partner.  



Second 



Nationality of 



the partner 



In case your partner has a second nationality.  



The maximum number of nationalities per candidate’s partner is two.  



  



 
Stage 3 – Select 



a post 



Please note that: 



1. You must have at least 1 job selected per type of post you want to apply for. 



2. The order in which posts are added represents your preference (the priority from your 



point of view). You can change the posts preference or delete any post before submitting 



the application. 



The Posts tab contains the posts you selected (if any). The list shows information on your 



preference, the country, city, type of post and indicative ICV (the Delegation column).  



Follow the steps below to select a post:  



Step Action 



1 Make sure you are in the Posts tab.  



2 In the Apply for a job panel, click the drop-down arrow and select a post.  



3 Click Add below.  



Result: The post is added to the list.  
 



 
If you want to 



change the 



posts 



preference 



You can change the preference for a post: 



 Either by changing the position of the entries existent in the list, or  



 By choosing a different post from the complete list.  



In the first case:  



You have to click the up and down arrows in the Preference column (in the Posts screen).  



By clicking the up and down arrows, you can only move the item one position up or down.  



In the second case:  
You can replace a post (which was previously added to the list of preferences) with a new 



post. For example, if the post occupies the first position in the list, the new one selected 



from the list (in the edit post screen) will become the first in terms of preference.  



To change the post preference, follow the steps below:  



Step Action 



1 Make sure you are in the Posts tab. 



2 Click Edit  next to the post in the list which you want to change.  



Result: The system displays below the list of selected posts a dialog box 



with the name of the post and a drop-down arrow next to it, from where you 



can select another post.  



3 Click the drop-down arrow and select the new post (which will subsequently 



occupy that position in the list).  



4 Click Save changes. 



Result: The new post is displayed in the list of preferences, replacing the 



old choice.  
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Stage 4 – Enter 



professional 



experience 



information 



Please note: 



1. According to the type of job you apply for, there are different requirements regarding the 



information you should provide: 



 Professional Experience 



 External Relations Experience 



 Management Experience  



 Accountancy and Financial Matters 



2. You should enter here the most relevant professional (full time) experience.  



3. If you apply for a type of job for which you applied before, you can use the button 



Import from Previous Applications to import your professional experience data existent 



in the system. 



4. The periods specified for the positions must not overlap. 



Fill in the professional experience as follows:  



Step Action 



1 Make sure you are in the Professional Experience tab.  



2 Enter the following information for each position you want to add:  



Position held – The text field allows a maximum of 100 characters.  



From/To – Clicking on these fields will display a calendar. From date must 



be before To date. From date cannot be before the birth date and To cannot 



be after the date when the candidate is filling in the form.  



3 Select the type of experience relevant for the type of job you apply for.  



Please note that according to the box which is checked, extra fields are 



enabled.  



4 Click Add at the end of the row.  



When adding the professional experience, the system automatically calculates 



the duration (expressed in years) according to the dates entered by the 



candidate in the From and To fields, and displays it in the Duration column. 



Also, a total duration for the experience (in years) is calculated automatically 



below the Duration column.  
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Stage 5 – Enter 



EU Staff 



information 



Please note that only candidates from EU institutions must fill in this screen. 



Fill in the following fields: 



Field Description  



Personnel number 



If the candidate is a Council member currently not in 



delegation, the text field allows a maximum of 100 characters.  



For the other candidates, the field is disabled for editing and 



contains a pre-filled value coming from Sysper2.  



Grade 



If the candidate is a Council member currently not in delegation, a 



drop-down box for the selection of the grade is available (with 



values from AST01 to AD16).  



For the other candidates (EEAS and Commission Staff members), 



the field is disabled for editing as the grade is retrieved from 



Sysper2.  



Seniority in grade 



For all the candidates except for Council members in a delegation, 



the field is disabled for editing and it displays a pre-filled value.   



If the Candidate is a Council member currently not in 



delegation, the field is a date picker where candidates (Council 



members) have to choose a date.  



The selected date MUST be previous or equal to the day in which 



the Candidate is filling in the form.  



Current assignment 



Drop-down menu with the following values:  



 in a delegation, in a management post, in current rotation  (i.e., 



the current year)  



 in a delegation, in a management post, not in current rotation  



 in a delegation, not in a management post  



 in EEAS Headquarters  



 in Commission Headquarters  



 in GSC  



 in any other EU institution 



Currently in 2
nd



 



consecutive posting  
Check the Yes or No radio buttons. 



Asking for double 



posting?  



Check the Yes or No radio buttons. If the YES option is checked, 



extra fields are displayed. See the rows below for more 



information.    



Name of partner If you have a partner, fill in his/her first and last names.  



Personnel number 



of partner 
The text field allows a maximum of 100 characters. 



Partner's employer Choose one of the available values. 
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Stage 6 – 



Attach 



supporting 



documents 



Please note:  



1. The documents you upload have to be up-to-date. 



2. If you had already uploaded a file and then you upload a new one, the previous file is 



replaced.  



3. You can delete and/or upload a file at any time before signing your application. 



Follow the steps below to upload documents:  



Step Action 



1 Make sure you are in the Attached Documents tab.  



2 Click the Browse button next to the field where you want to upload a 



document.  



Result: The File Upload dialog box is displayed.  



3 Choose a file and click Open.  



Result: The name of the file is displayed in the CV field, but the file is not 



uploaded in the system yet. 



4 Click the Upload button below the list of attached documents.  



Result: The files are uploaded and saved in the system.   
 



 
Stage 7 – 



Review and 



submit the 



application 



Please note:  



1. After submitting the application you will only be able to modify the postal address and 



the telephone number; therefore, make sure all the information is correct before 



submitting it.  



2. The PDF generated when you submit the application is accessible at any time in the 



application space, in the Attached Documents tab. 



According to the status of your application form, the Review and Apply tab may display 



the following:  



When your 



application is … 



Then the Review and 



Apply tab displays … 



And you need to… 



complete A message in green, 



informing you that your 



application is ready to be 



submitted.  



Click Apply to submit the application.  



incomplete A message in red, 



informing you which 



missing information you 



need to fill in 



Complete your application with the 



information mentioned in this tab, and 



then access the Review and Apply tab 



again to submit the completed 



application.  



 



When you submit the application, the system generates a PDF file which you can download 



immediately or download later from the Attached Documents tab.  
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In Case You Need Assistance 



 
 Follow the instructions below for further help:  



 



For… Please use… 



technical support  the system menu Contact Support and then select the 



Technical Problem (Help Desk) option. 



correspondence concerning the 



selection procedures 



the following email addresses: 



 For Head of Delegation posts: CCA-



SECRETARIAT@eeas.europa.eu 



 For Deputy Head of Delegation posts: EEAS-



PUBLICATIONS@eeas.europa.eu 



 For Head of Section/Political Officer posts: 



AD-Non-Management-Rotation@eeas.europa.eu 



 For AD non Managements posts at HQ: EEAS-HQ-



APPLICATIONS-AD@eeas.europa.eu 



 For AST posts at HQ: EEAS-HQ-APPLICATIONS-



AST@eeas.europa.eu 
 



 





mailto:CCA-SECRETARIAT@eeas.europa.eu


mailto:CCA-SECRETARIAT@eeas.europa.eu


mailto:EEAS-PUBLICATIONS@eeas.europa.eu


mailto:EEAS-PUBLICATIONS@eeas.europa.eu


mailto:AD%1ENon%1EManagement-Rotation@eeas.europa.eu


mailto:EEAS-HQ-APPLICATIONS-AD@eeas.europa.eu


mailto:EEAS-HQ-APPLICATIONS-AD@eeas.europa.eu


mailto:EEAS-HQ-APPLICATIONS-AST@eeas.europa.eu


mailto:EEAS-HQ-APPLICATIONS-AST@eeas.europa.eu
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European External Action Service (EEAS) 



Political Officer - EU Delegation Georgia 
 



Temporary Agent / Official 



The European Union currently has 139 delegations, eight of which are to international 
organisations. In all, nearly 1200 officials and about 4100 other staff are currently 
serving in these delegations. 



The EU Delegations are placed under the authority of the High Representative of the 
Union for Foreign Affairs and Security Policy, who is also Vice President of the 
European Commission. 



The European External Action Service (EEAS) is looking for an individual to fill the 
following post at the Delegation of the European Union to: 



JOB ID  



N° 
COUNTRY  



CITY  
FUNCTION  LCA  



POSTING 



DURATION  



TEMPORARY 



AGENT 2(E) 
LEVEL POST1 



OFFICIAL 



LEVEL  POST 



152228 GEORGIA 
Tbilisi 



Political Officer 25% 4 years TA AD7 AD5-12 



WE PROPOSE 



Under the responsibility of the Head of Delegation, and the Head of Political, Press and 
Information Section, the individual will assist the Head of Delegation and/or Head of 
Political, Press and Information Section in fulfilling his/her mandate.  



In particular, he/she will have the following tasks: 



– To contribute to the work of the Delegation in the management of the EU Presidency 
functions, and to represent the Delegation as necessary; 



– To pursue the EU’s policies in all areas, promote and protect the EU’s interests and 
values, and to promote the visibility of the European Union;  



– To ensure bilateral political relations and to carry out and promote regular political 
dialogue; 



– To liaise with local civil society organisations; 



– To maintain contacts, exchange information, and chair various EU coordination 
groups in the implementation of EU policies; 



– To monitor, analyse, and report regularly to Headquarters on internal and regional 
political developments, foreign policy and/or other policy areas of relevance for EU 
interests, including, inter alia: institutionalised political dialogue where applicable, 
electoral developments, Human Rights and governance, drug and security related 
issues, including non-proliferation, terrorism, defence;  



                                                 
1  The basic salaries offered by the EU institutions are set out in Article 66 of the Staff Regulations. The current level, 



set out in Regulation n° 423/2014 of the European Parliament and of the Council, can be accessed via the link:  
http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32014R0423&from=EN 
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– To maintain relations with regional and/or international organisations present in the 
host country; 



– To liaise regularly with Headquarters and provide advice as appropriate on policy 
issues; 



– To provide support to visitors from EU institutions;  



– To provide briefing dossiers, speeches, statements, press releases and articles, as 
requested. 



ELIGIBILITY CRITERIA:   



In accordance with Article 98 of the Staff Regulations (SR) and in order to meet the 
needs of the service candidates must: 



1. be officials of the institutions of the EU, temporary staff to whom Article 2(e) of the 
CEOS applies or staff from diplomatic services of the Member States;  



2. have the capacity to work in languages of CFSP and external relations necessary for 
the performance of their duties. Knowledge of other EU languages would also be an 
asset;  



3. have proven, pertinent external relations experience - for staff from diplomatic 
services this experience must have been gained from working in a diplomatic service 
of one of the Member States. 



Applications from competition laureates will only be considered in the event that no 
suitable candidate can be found among EEAS staff, EU officials or staff from diplomatic 
services of Member States. 



SPECIFIC ELIGIBILITY CRITERIA FOR EU OFFICIALS AND 
TEMPORARY STAFF TO WHOM ARTICLE 2(E) OF THE CEOS AP PLIES 
(“EU STAFF MEMBERS”) 



1. Applications from EU staff members currently in post in a Delegation are not, in 
principle, eligible and will only be taken into consideration in case of career 
progression2. 



2. EU staff members who have completed 2 consecutive postings to delegations are not 
eligible, and may apply only in case of career progression. A derogation from this 
rule may not in principle lead to a consecutive period of service in Delegation of 
more than 12 years. 



3. EU staff members currently in Headquarters who will have completed less than 
2 years in Headquarters on the date foreseen for taking up duty are not, in principle, 
eligible and will only be taken into consideration in case of career progression. 



4. TA2(e) staff members should also provide a statement by their Ministry of Foreign 
Affairs in support of their application for this post including the guarantee of 
reinstatement required by Article 6(11) of Council Decision 2010/427/EU. 



                                                 
2  Within the overall context of career development policy within the EEAS, which encourages staff to alternate 



between Headquarters and Delegations postings, this rule does not apply to moves from one Head of 
Section/Political Officer post to another within the same Delegation. 
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Under points 1-3 above, "career progression" includes AST staff members who have 
successfully completed the certification procedure and who are applying for their first 
AD post. 



SPECIFIC ELIGIBILITY CRITERIA FOR CANDIDATES FROM T HE 
MEMBER STATES 



Also, in order to satisfy the requirements set out in Article 12 of the CEOS, Member 
State applicants must: 



1. be nationals of one of the EU Member States; 



2. possess a level of education which corresponds to completed university studies 
attested by a diploma when the normal period of university education is at least three 
years. 



3. have the required full-time professional experience (see table below for minimum 
number of years required). This experience must have been gained after completing 
university studies of 4 years, or of 3 years plus one year relevant professional 
experience, as set out at point 2 above. 



Post at level:     
(MS Candidates) 



AD5 AD7 AD9 AD10 AD11 AD12 



(Officials) AD5/12 AD5/12 AD5/12 AD5/12 AD5/12 AD5/12 
External relations 
experience 



> 1 year > 2 years > 3 years > 3 years > 3 years > 3 years 



Professional experience 
(MS candidates) 



> 1 year > 6 years > 10 years > 10 years > 10 years > 12 years 



Candidates must indicate their level of education and professional experience on the 
application form. 



GRADING 



For posts graded at AD5-12, EU staff members must be in one of the grades AD5 to 
AD12 and have the Type of Post of the Person "ADMINISTRATOR" (AD5-AD7) or 
"PRINCIPAL ADMINISTRATOR" "(AD8-AD12), or they must be AST officials who 
have successfully passed the certification procedure. 



EEAS staff whose Type of Post of the Person is "Senior administrator in transition" 
(AD14) and "Principal administrator in transition" (AD13) can also show their interest 
for this job. If selected, she/he will be transferred in the interest of the service. This 
transfer in the interest of the service will not modify the Type of Post of the Person. 
Transfers in the interest of the Service are only possible within the same Institution (Art. 
7 of SR), therefore EU officials AD13 and AD14 from other Institutions are not eligible. 



In the event of a successful application, EU staff members will be appointed at their 
existing grade. 
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SELECTION CRITERIA: 



Candidates should: 



– have a good ability to maintain diplomatic relations and to ensure representation, 
communication in a complex, multicultural environment; 



– have a good capacity to create constructive working relations with national 
authorities, international organisations and EU Member States; 



– have strong drafting, communication and analytical skills combined with sound 
judgement; 



– have good knowledge of the external relations, internal policies and functioning of 
the Union; 



– have experience and knowledge of CFSP and CSDP-related issues; 



– have knowledge of the key areas of the delegation’s activities. 



Furthermore: 



– Experience in working in an Embassy, a Delegation, an international organisation or 
significant experience of external relations in the field, including CSDP field 
missions 



– Good knowledge of the country, its culture, and the region as a whole 



would be assets. 



– Knowledge of locally spoken languages (Russian/Georgian). 



would be a strong asset. 



APPLICATION AND SELECTION PROCEDURE 



The procedure will take place in 3 different and successive steps:  



1. Application procedure3 



Before submitting their application, candidates should carefully check whether they 
meet all the eligibility criteria in order to avoid automatic exclusion from the 
selection procedure. 



Candidates must apply through the online system: 



https://webgate.ec.europa.eu/eapplication/index.cfm 



To log on to the system, an ECAS (European Commission Authentication Service) 
password is required; a helpdesk facility is available by email at:  
EEAS-IT-HELPDESK@eeas.europa.eu. 



                                                 
3  Your personal data will be processed in accordance with Regulation (EC) 45/2001, as implemented by decision of 



the High Representative of the Union for Foreign Affairs and Security Policy of 8 December 2011. The privacy 
statement is available on EEASZone (http://webgate.eeas.testa.eu/eeas/eeaszone/?q=node/26875) and on the 
EEAS website (http://eeas.europa.eu/data_protection/index_en.htm). 











2015-123 DEL (AD) GEORGIA 



Page 5 of 6 



During the on-line application procedure candidates will have to upload their CV (in 
English or French, preferably using the Europass format 
http://europass.cedefop.europa.eu/htm/index.htm or e-CV from SYSPER for EU 
officials), a motivation letter (maximum 2 pages) in either English or French and a copy 
of the latest staff appraisal report. All candidates have the opportunity to follow the 
progress of their application through the on-line system.  



Candidates from the diplomatic services of the Member States will, in addition, have to 
upload a copy of their passport/ID and a statement by their Ministry of Foreign Affairs 
confirming their membership of a diplomatic service and the Ministry's support for the 
candidate's application for this post/these posts including the guarantee of reinstatement 
required by Article 6(11) of Council Decision 2010/427/EU. 



Applications may be made at any point 19 November 2015 at 17h00, Brussels time. As 
the system may experience peak activity around the deadline, candidates are strongly 
advised to submit their application as early as possible; late applications will not be 
accepted.  



For correspondence with the EEAS Human Resources Department concerning the 
selection procedures, please use the following email address: 



EEAS-AD-NON-MANAGEMENT-DELEGATIONS@eeas.europa.eu 



2. Pre-selection 



The pre-selection will be done by a Panel on the basis of the qualifications and the 
professional experience described in the CV, and in the motivation letter. The Panel will 
then produce a shortlist of a limited number of eligible candidates who in its opinion best 
meet the selection criteria for each post. 



3. Selection 



The candidates who have been shortlisted will be invited for an interview so that the 
Selection Panel can evaluate them objectively and impartially on the basis of their 
qualifications, professional experience and linguistic skills, as listed in the vacancy 
notice. 



The Selection Panel will recommend a shortlist of candidates for a final decision by the 
relevant Appointing Authority. 



The EEAS applies an equal opportunities policy. 



CONDITIONS OF EMPLOYMENT 



EEAS career development policy places the need for staff to develop a mix of 
competences at its core, e.g. working in various fields of expertise and responsibilities in 
the course of a person's career, including postings at Headquarters and Delegations. 
Therefore, staff members are encouraged to alternate between Delegation and 
Headquarters postings.  



Successful candidates from the Member States will be required to make a declaration of 
their commitment to act independently in the public interest and a declaration of any 
interests which might be considered prejudicial to their independence. 
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If the successful candidate is from a national diplomatic service s/he will be offered a 
contract as temporary agent under Article 2(e) of the CEOS; such contracts have a 
maximum duration of 4 years. The exact end date of the contract will be aligned with the 
annual Internal Rotation Exercise. 



In accordance with Article 6(11) of Council Decision 427/2010, each Member State shall 
provide its officials who have become temporary agents in the EEAS under Article 2(e) 
of the CEOS with a guarantee of immediate re-instatement at the end of the period of 
service to the EEAS. 



The newly engaged temporary staff is required to complete successfully a probationary 
period of 9 months. 



As a matter of policy, applications of individuals who have dual nationality of the host 
country or the partner of whom has the nationality of the host country will be considered 
on a case-by-case basis. The EEAS examines if there could be a conflict of interest and 
the consequence of a possible refusal by the host country to grant diplomatic immunity to 
the staff member and or his/her partner and family, as well as possible security risks. The 
HR Department may ask for additional information from the applicant in this context. 



It is in the interests of the service to ensure that staff members in the Delegations are able 
to complete full postings before reaching the age of retirement. Before taking any final 
decisions on nominations, the appropriate Appointing Authority will ensure on a case-by-
case basis that the successful candidates will indeed be able to complete the relevant full 
posting for the post for which they have been selected.  



Successful candidates must undergo a medical examination to ensure that they are 
physically fit to perform their duties. 



Candidates are deemed to be fully aware of the local living conditions, including 
information concerning the accommodation provided, before applying. Individual post 
reports are available from EEAS.BA.HR.6, Rights and Obligations 
(RIGHTS-AND-OBLIGATIONS@eeas.europa.eu). 



Candidates should also ensure that they are fully aware of the provisions of Annex X SR, 
as well as the relevant security provisions, especially with regard to security clearance, 
and, if need be, any other security measures to be taken. 



Candidates must be able to work in a different socio-cultural environment and to adapt 
quickly to evolving situations. 



PLACE OF EMPLOYMENT: GEORGIA, Tbilisi 



JOB AVAILABLE FROM:  16 October 2015 



DEADLINE FOR APPLICATIONS: 19 November 2015 at 17h00 (CET). 
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      Vacancy notice 2015/124 – HQ (AD) 
 



EEAS Vacancy Notice Administrator 



Administrator – International Relations Officer for Migration (Coordinator for 



Migration) 



(EU Staff Members: AD5-12/ Candidates from Member States: AD09) 



 
Job n. 167461 



 
 
 
We are: 
 



The European External Action Service (EEAS), which supports the work of the High 



Representative in defining and implementing an effective and coherent EU foreign policy. The 



EEAS supports her tasks of conducting the EU's Common Foreign and Security Policy and 



chairing the Foreign Affairs Council. It also supports the High Representative in her capacity 



as Vice President of the Commission with regard to her responsibilities within the Commission 



in the external relations field including the coordination of other aspects of the EU’s external 



action. The EEAS works in close cooperation with Member States, the Council and relevant 



services of the European Commission. 



 



The successful candidate would join the Global 4 Division, responsible for global issues. The 



main responsibilities of the Division are: 



 



•To contribute to strategic planning and coordination of the EEAS work on global Issues, i.e. 



migration, energy, environment and climate change, economic governance and trade policy, 



as well as to enhance internal/external policy consistency and develop synergies on the above 



fields. 



•To prepare meetings for Council bodies (e.g. FAC, JHA, PSC), to interact with third partners 



and other outside actors and to work closely with the geographical and other horizontal 



departments of the EEAS, including the EU Delegations, as well as with the Commission. 



•To ensure close cooperation with Member States (e.g. through the Director Generals 



meetings on Global Issues, the Green Diplomacy Network or through ad hoc working groups). 



•To represent the EEAS in Council working groups on specific global issues such as WPIEI, 



HLWG, SCIFA, JAIEX. 



•To play a major coordinating role for the EEAS as virtual service of the Commission in inter-



services processes. 



 



 
We propose:  
 



The position of International Relations Officer for Migration (Coordinator for Migration). The 



successful candidate will be in charge of the formulation and coordination of the EEAS position 



and engagement on the external dimension of migration policy in close cooperation with the 



EEAS geographic desks as well as in liaison with the relevant Commission DGs. 



 



The main duties include: 



 



- Provide strategic expertise, analysis and political advice with regard the external 



 dimension of EU migration policy. 



- Follow closely the work of and assist formulating the EEAS position within various 



 related fora, including represent the EEAS when needed (i.e. Council bodies, European 



 Commission, international organisations and fora,) 



- Prepare policy papers, speeches and briefings for senior management and assist them 



 in their participation in the relevant Council bodies (JHA, FAC, COREPER, PSC etc) 



- Develop regular contacts with think tanks and civil society organisations active in the 



 field of migration and asylum, including participating in informal meetings, closed 



 workshops and task forces and giving presentations in events. 



- Coordinate the EEAS position and reply to Inter-Service Consultations on migration 



 related issues. 



- Coordinate the replies to European Parliament questions on migration. 
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- Ensure good intra-EEAS coordination on migration issues via a network of regional 



 geographic and thematic contact points and relevant geographic desk officers.  



- Function as back up to the other members of the JHA team and when needed take up 



 other JHA related tasks. 



 
We look for: 
 



Eligibility Criteria1 



 



In accordance with Article 98 of the Staff Regulations (SR)  and in order to meet the needs of 



the service candidates must: 



 



1. be officials of the EU Institutions, or temporary staff to whom Article 2 (e) of the 



Conditions of the Employment of Other Servants of the European Union (CEOS)2 



applies or staff from national diplomatic services of the Member States; 



 



2. have the capacity to work in languages of CFSP and external relations necessary for 



the performance of their duties. Knowledge of other EU languages would be an asset; 



 



3. have at least 3 years' proven, pertinent external relations experience - for staff from 



national diplomatic services this experience must have been gained from working in a 



diplomatic service of one of the Member States. 



 



 



Also, in order to satisfy the requirements set out in Article 12 of the CEOS, Member State 



applicants must: 



 



4. be nationals of one of the EU Member States; 



 



5. possess a level of education  



 



 a. which corresponds to completed university studies attested by a diploma when the 



 normal period of university education is four years or more, OR 



 



 b. which corresponds to completed university studies attested by a diploma and 



 relevant professional experience of at least one year when the normal period of 



 university education is at least three years.3 



 



6. have gained at least 10 years' full time professional experience. This experience must 



have been gained after obtaining the four-year diploma or after obtaining the  three-



year diploma and the one year relevant professional experience 



 



Furthermore, in order to be eligible, EU staff members must be in one of the grades AD5 to 
AD12 and have the Type of post of the person "ADMINISTRATOR" (AD5-AD7) or "PRINCIPAL 



ADMINISTRATOR" "(AD8-AD12), or they must be AST officials who have successfully passed 



the certification procedure. 



 



EEAS staff whose Type of Post of the Person is "Senior administrator in transition" (AD14) and 



"Principal administrator in transition" (AD13) can also show their interest for this job. If 



selected, she/he will be transferred in the interest of the service. This transfer in the interest 



of the service will not modify the Type of Post of the Person. Transfers in the interest of the 



service under Article 7 SR are only possible within the same Institution, therefore EU officials 



AD13 and AD14 from other Institutions are not eligible. 



 



Applications from officials currently serving in a Delegation who are not in rotation list are not 



eligible. Considering the possible impact of an early departure, those in rotation will only be 



considered in the interest of the service. 



 



                                                 
1  All the eligibility criteria must be met on the closing date for applications to this post. 



2  http://eur-lex.europa.eu/LexUriServ/LexUriServ.do?uri=CONSLEG:1962R0031:20140101:EN:PDF 



3  The minimum of one year of professional experience required under (b) counts as an integral part of the above 
qualification and cannot be included in the professional experience required under point 3. 
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Competition laureates may express their interest for this job, provided that they meet the 



eligibility requirements set out at points 2 and 3 above.  Their candidatures will be considered 



only in the event that no suitable candidate can be found among EEAS staff, EU officials or 



staff from diplomatic services of Member States. Should a competition laureate be selected for 



this job, she/he will be subject to the same obligations of mobility as other EEAS staff 



members. 



 



 
SELECTION CRITERIA: 



Candidates should:  



– have an excellent ability to maintain diplomatic relations and to ensure representation, 



 communication in a complex, multicultural environment; 



– have an excellent capacity to create constructive working relations with national 



authorities, international organisations and EU Member States; 



– have strong drafting, communication and analytical skills combined with sound 



judgement; 



– have excellent knowledge of external relations, internal policies and functioning of the 



Union; 



– have excellent knowledge, analytical background and solid professional experience of EU 



migration policy and in particular of its external dimension, including bilateral and regional 



components; 



– legal background in this domain; 



– have proven experience in drafting and negotiating EU legal and political documents; 



– have proven coordination and liaising skills and ability to establish good contacts with a 



great variety of interlocutors; 



– be able to work under pressure. 



 



Furthermore:   



– experience of working in an Embassy, a Delegation (or equivalent in an international 



organisation); 



– experience of working in a team in multi-disciplinary and multi-cultural environment; 



– experience of negotiations 



 



 



would be strong assets.  



 



 



TYPE AND DURATION OF CONTRACT 



If the successful candidate is an EU staff member, s/he will be appointed according to Articles 



29.1.(a)(i) or (ii) and 98.1 of the Staff Regulations and according to the rules on grade set out 



above.  



If the successful candidate is from a national diplomatic service s/he will be offered a contract 



as temporary agent under Article 2(e) of the CEOS; such contracts have a maximum duration 



of 4 years. The appointment will be at AD 9 level4. 



In accordance with Article 6(11) of Council Decision 427/2010, each Member State shall 



provide its officials who have become temporary agents in the EEAS under Article 2(e) of the 



CEOS with a guarantee of immediate re-instatement at the end of the period of service to the 



EEAS. 



                                                 
4  The basic salaries offered by the EU institutions are set out in Article 66 of the Staff Regulations. The current level, 



set out in Regulation n° 423/2014 of the European Parliament and of the Council, can be accessed via the link 
http://eur-lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:32014R0423&from=EN 
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All newly engaged temporary staff members are required to complete successfully a 



probationary period of 9 months. 



 
 



PLACE OF EMPLOYMENT 



Brussels, Belgium 
 
 
SPECIFIC CONDITIONS OF EMPLOYMENT 
 
The successful candidate will be required to undergo security vetting if (s)he does not already 



hold security clearance to an appropriate level, in accordance with the relevant security 



provisions. 



 



Successful candidates will be required to act independently in the public interest and to make 



a declaration of any interests which might be considered prejudicial to their independence, as 



set out in the Staff Regulation and CEOS. 



 



 



EQUAL OPPORTUNITIES 
 



The External Action Service applies an equal opportunities policy. 



 



 



APPLICATION AND SELECTION PROCEDURE5 
 



Mobility is a fundamental part of EEAS human resources policies , and is required by the EEAS 



Council Decision. Candidates should be aware that, accordingly, it is not generally in the 



interests of the service for EEAS Staff Members to apply for jobs which are essentially the 



same or similar to their current post. 



 



 



The procedure will take place in three different and successive steps:  



 



 



1. Application 



 



Candidates may apply for one or more of the posts published in the context of this "2015/124 



- HQ (AD) Publications – DL 12 November" exercise.  



Before submitting their application, candidates should carefully check whether they 
meet all the eligibility criteria in order to avoid automatic exclusion from the 
selection procedure.  



Candidates must apply through the on-line system:  



https://webgate.ec.europa.eu/eapplication/index.cfm 



To log on to the system, an ECAS (European Commission Authentication Service) password is 



required; candidates without a password can register to get one through the afore-mentioned 



link from 29 October 2015. EU staff members with a professional ECAS account should use 



that account for their application. A helpdesk facility is available via the "Contact Support" 



function within the on-line system. 



During the on-line application procedure candidates will have to upload their CV and 



motivation letter (in English or French). Candidates from the Member States will, in 



addition, have to upload a copy of their passport/ID and a statement by their Ministry 
for Foreign Affairs confirming their membership of a diplomatic service and the Ministry's 



support for the candidate's application for this post.  



                                                 
5 Your personal data will be processed in accordance with Regulation (EC) 45/2001, as implemented by decision of 



the High Representative of the Union for Foreign Affairs and Security Policy of 8 December 2011. The privacy 
statement is available on EEAS zone (http://webgate.eeas.testa.eu/eeas/eeaszone/?q=node/26247) and on the 
EEAS website (http://eeas.europa.eu/data_protection/rights/index_en.htm). 
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All candidates will have the opportunity to follow the progress of their application through the 



on-line system. 



Applications may be made at any point during the period from 29 October to 12 November 
2015 at 12.00 midday (Brussels time). Please note that the only way to submit an 



application is using the on-line system.  



As the system may experience peak activity around the deadline, candidates are strongly 



advised to submit their application as early as possible. Late applications will not be 
accepted.  



For correspondence concerning the selection procedure, please use the following email 



address: 



EEAS-HQ-APPLICATIONS-AD@eeas.europa.eu 



 



2. Pre-selection 



The selection panel will make a pre-selection on the basis of the qualifications and the 



professional experience described in the CV and motivation letter, and will produce a shortlist 



of a limited number of eligible candidates who best meet the selection criteria for the post. 



3. Selection 



The candidates who have been pre-selected will be invited for an interview so that the 



selection panel can evaluate them objectively and impartially on the basis of their 



qualifications, professional experience and linguistic skills, as listed in the present vacancy 



notice. The selection panel will recommend a shortlist of candidates for a final decision by the 



relevant Appointing Authority. He/she may decide to interview the candidates on the final 



shortlist before taking this decision. 



It is recalled, that if the interest of the service so requires, the selection procedures can be 



terminated at any stage and the post be filled by a transfer in accordance with Article 7 of the 



SR. 



 
CONTACT: Leonello Gabrici  
  
Tel:  +32 (0) 2 584 37 11  Email:     Leonello.Gabrici@eeas.europa.eu 
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e-Application Quick Reference Card for Rotations and 
Publications V 1.1 



In This Reference Card 



 
 You can find material on:  



 
Topic See Page 



General Information 1 
Applying for Rotation Exercises and Publications 1 
In Case You Need Assistance 9  



 
General Information 



 
What is e-
Application?  



e-Application is a system which allows concerned participants to apply for Rotation 
exercises and Publications.  



 
Access and 
login 



In order to participate in the rotation exercises and publications, you need to:  



1.  open a web browser;  
2.  copy the following URL: https://webgate.ec.europa.eu/eapplication/index.cfm.  
3.  if you are not authenticated yet, do so now using your ECAS login and password.  



 
Terminology 
used 



Please note that staffing programme is a general term which, in the current document it 
applies to rotation exercises and publications.  



 
Applying for Rotation Exercises and Publications  



 
Before you 
proceed 



1. You can fill in the application starting with any section (tab) you want (not necessarily in 
the order in which the tabs are displayed). You can start filling in information starting 
with the 3rd tab, for example, and then go back to the first.  



2. Make sure you save the information before switching to a different tab. 



Please note that you can save information either using the Save, Add or Upload buttons 
available in the page, according to the type of information in the tab. If no Save button 
is available in the page, the information is saved automatically.   



If you leave the tab without saving the information, a message will be displayed to 
inform you that there is unsaved information: 



 
You can click Back and go back to that tab and save the information, or you can click 





https://webgate.ec.europa.eu/eapplication/index.cfm
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Close and go on to the next tab without saving it.  



3. Fields marked with an asterisk (*) are mandatory fields. 



4. If there are mandatory fields which have not been filled in, an exclamation mark  is 
displayed next to them when the user wants to leave that section. 



 
Viewing the 
available jobs  



Before proceeding to apply for a job, you can view the list of available jobs for each 
rotation and publication exercise.  



For example, if you want to apply for 2014 ROTATION - INTERNAL and view what jobs 
are available, you can click the view jobs icon next to the programme:  



 
The system displays a list which shows all the available jobs for that programme, with 
information on the country, city, job title, post type and the Indicative ICV (Index Condition 
de Vie factor):  



 



 
The application 
stages 



Following are the stages you should go through when filling in the application:  



Stage Description 
1 Selecting the staffing programme (see page 3) 
2 Managing personal information (see page 4) 
3 Selecting a post (see page 5) 
4 Entering professional experience information (see page 6) 
5 Entering EU Staff information (see page 6) 
6 Attaching supporting documents (see page 7) 
7 Reviewing and submitting the application (see page 8)  



 
Selecting the The following table describes the procedure for selecting the EEAS rotation exercises or 
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staffing 
programme 



publications:  
 



Stage Description  
1 Make sure you are in the Applications menu. 
2 The system displays the screen where you must select your current employer 



before participating in the Rotations / Publications exercise: 



 
Please note that the current employer information is always displayed in 
the upper right corner of the Information System and you can change it at 
any time. 



3 Click Proceed. 
4 The system displays the screen where you must select the staffing 



programme for which you want to apply:  



The available programmes have at least one of the following features:  



• The Rotation(s) or Publication(s) for which the logged-in candidate has 
applied, and which are still within the Visibility Date of the Programme.  



• The Rotations or Publications open for Applications, for which there are 
Types of Jobs available/accessible at the logged-in candidate's employer.  



• The Mobility programmes for which the candidate has applied, and are 
still within the visibility date of the Programme.  



• The Mobility programme(s) open for Applications, for which the logged-
in candidate is in the list of participants. 
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5 Click View next to the programme in which you want to participate. 
6 The system displays only the post types available/accessible according to 



your employer. 
7 Click Apply next to the post type you are interested in.  



The system displays the application form, on the Personal Information tab. 



For more information about filling in the application, please refer to the 
sections below.  



  



 
Managing 
personal 
information 



Please note that:   



1. For EEAS / European Commission ECAS users, the information on gender, surname, 
first name, e-mail address, birth date, nationality and current employer comes from the 
Sysper2 Information System and cannot be modified. In case any technical problem does 
not permit e-Application to retrieve some data from Sysper2, users will be able to fill in 
these fields. 



2. The information you enter/modify here will be changed at the programme level, that is, it 
will change for all of the applications made within this rotation or publication exercise. 
For example, if you change the phone number when applying for an AD Non-
Management post, the change will also be valid for the AD Management post application 
done before. 



Fill in the personal details information: 



Field Description 
Gender For registered users, the information comes from Sysper2 and cannot 



be modified.  
Drop-down list with compulsory choice between Male (M) and 
Female (F)  



Surname For registered users, the information comes from Sysper2 and cannot 
be modified.  
(Family Name) This text field accepts only alphabetical characters 
(hyphens included to separate combined surnames).  
The surname will be automatically converted in UPPERCASE letters. 



First name For registered users, the information comes from Sysper2 and cannot 
be modified.  
Text field accepting alphabetical characters (hyphens included to 
separate first and second name)  



Current postal 
address 



Text field accepting both alphabetical characters and digits  



E-mail For registered users, the information comes from Sysper2 and cannot 
be modified.  
External ECAS users can enter only one e-mail address here. 
Standard e-mail characters are accepted. 



Birth date For registered users, the information comes from Sysper2 and cannot 
be modified.  
Click on the field and a calendar will be displayed – you have to 
select a date, a month and a year.  
Date pickers: once a date is chosen, the value is shown in 
the dd/mm/YYYY format.  



Nationality For registered users, the information comes from Sysper2 and cannot 
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be modified.  
You can enter only one value here, which MUST be a European 
Union one. If you have a second nationality, this should be 
mentioned in the Second nationality field (see below).  



Second 
Nationality 



Only if you have a second nationality  
The maximum number of nationalities per candidate is two.  



Telephone 1 Compulsory telephone number.  
The field MUST contain only numbers and the country code must be 
included 



Telephone 2 Optional telephone number  
The field MUST contain only numbers and the country code must be 
included 



Current 
Employer 



For registered users the field is automatically filled in from Sysper2.  



Nationality of 
the partner  



You should make a selection here only if they have a partner.  



Second 
Nationality of 
the partner 



In case your partner has a second nationality.  
The maximum number of nationalities per candidate’s partner is two.  



  



 
Selecting a post Please note that: 



1. You must have at least 1 job selected per type of post you want to apply for. 
2. The order in which posts are added represents your preference (the priority from your 



point of view). You can change the posts preference or delete any post before submitting 
the application. 



The Posts tab contains the posts you selected (if any). The list shows information on your 
preference, the country, city, type of post and indicative ICV (the Delegation column).  



Follow the steps below to select a post:  



Step Action 
1 Make sure you are in the Posts screen.  
2 In the Apply for a job panel, click the drop-down arrow and select a post.  
3 Click Add below.  



Result: The post is added to the list.   



 
How to change 
the posts 
preference? 



You can change the preference for a post: 



• either by changing the position of the entries existent in the list, or  
• by choosing a different post from the complete list.  



In the first case:  



You have to click the up and down arrows in the Preference column (in the Posts screen).  



By clicking the up and down arrows, you can only move the item one position up or down.  



In the second case:  



You can replace a post (which was previously added to the list of preferences) with a new 
post. For example, if the post occupies the first position in the list, the new one selected 
from the list (in the edit post screen) will become the first in terms of preference.  
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To change the post preference, follow the steps below:  



Step Action 
1 Make sure you are in the Posts screen. 
2 Click the Edit button  next to the post in the list which you want to 



change.  
Result: The system displays below the list of selected posts a dialog box 
with the name of the post and a drop-down arrow next to it, from where you 
can select another post.  



3 Click the drop-down arrow and select the new post (which will subsequently 
occupy that position in the list).  



4 Click Save changes. 
Result: The new post is displayed in the list of preferences, replacing the 
old choice.   



 
Professional 
experience 
information 



Please note: 
1. According to the type of job you apply for, there are different requirements regarding the 



information you should provide: 
• Professional Experience 
• External Relations Experience 
• Management Experience  
• Accountancy and Financial Matters 



2. You should enter here the most relevant professional (full time) experience.  
3. If you apply for a type of job for which you applied before, you can use the button 



Import from Previous Applications to import your professional experience data existent 
in the system. 



4. The periods specified for the positions must not overlap. 



Fill in the professional experience as follows:  



Step Action 
1 Make sure you are in the Professional Experience tab.  
2 Enter the following information for each position you want to add:  



Position held – The text field allows a maximum of 100 characters.  
From/To – Clicking  these fields will display a calendar. From date must be 
before To date. From date cannot be before the birth date and To cannot be 
after the date when the candidate is filling in the form.  



3 Select the type of experience relevant for the type of job you apply for.  
Please note that according to the box which is checked, extra fields are 
enabled.  



4 Click Add at the end of the row.  
When adding the professional experience, the system automatically calculates 
the duration (expressed in years) according to the dates entered by the 
candidate in the From and To fields, and displays it in the Duration column. 
A total duration for the experience (in years) is calculated automatically 
below the Duration column.   
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EU Staff 
information 



Please note that only candidates from EU institutions must fill in this screen. 



Fill in the following fields: 



Field Description  



Personnel 
number 



If the candidate is a Council member currently not in delegation, the text 
field allows a maximum of 100 characters.  
For the other candidates, the field is disabled for editing and contains a 
pre-filled value coming from Sysper2.  



Grade 



If the candidate is a Council member currently not in delegation, a drop-
down box for the selection of the grade is available (with values 
from AST01 to AD16).  
For the other candidates (EEAS and Commission Staff members), the 
field is disabled for editing as the grade is retrieved from Sysper2.  



Seniority in 
grade 



For all the candidates except for Council members in a delegation, the 
field is disabled for editing and it displays a pre-filled value.   
If the Candidate is a Council member currently not in delegation, the field 
is a date picker where candidates (Council members) have to choose a 
date.  
The selected date MUST be previous or equal to the day in which the 
Candidate is filling in the form.  



Current 
assignment 



Drop-down menu with the following values:  
• in a delegation, in a management post, in current rotation  (i.e., the 



current year)  
• in a delegation, in a management post, not in current rotation  
• in a delegation, not in a management post  
• in EEAS Headquarters  
• in Commission Headquarters  
• in GSC  
• in any other EU institution 



Currently in 
2nd 
consecutive 
posting  



Check the Yes or No radio buttons. 



Asking for 
double 
posting?  



Check the Yes or No radio buttons. If the YES option is checked, extra 
fields are displayed. See the rows below for more information.    



Name of 
partner 



If you have a partner, fill in his/her first and last names.  



Personnel 
number of 
partner 



The text field allows a maximum of 100 characters. 



Partner's 
employer 



Choose one of the available values. 
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Attaching 
supporting 
documents 



Please note:  
1. The documents you upload have to be up-to-date. 
2. If you had already uploaded a file and then you upload a new one, the previous file is 



replaced.  
3. You can delete and/or upload a file at any time before signing your application. 



Follow the steps below to upload documents:  



Step Action 
1 Make sure you are in the Attached Documents tab.  
2 Click the Browse button next to the CV field.  



Result: The File Upload dialog box is displayed.  
3 Choose a file and click Open.  



Result: The name of the file is displayed in the CV field, but the file is not 
uploaded in the system yet. 



4 Click Upload below the attached CV.  
Result: The files are uploaded and saved in the system.    



 
Reviewing and 
submitting the 
application 



Please note:  
1. After submitting the application you will only be able to modify the postal address and 



the telephone number; therefore, make sure all the information is correct before 
submitting it.  



2. The PDF generated when you submit the application is accessible at any time in the 
application space, in the Attached Documents tab. 



According to the status of your application form, the Review and Apply tab may display 
the following:  



When your 
application is … 



Then the Review and Apply 
tab displays … 



And you need to… 



complete A message in green, informing 
you that your application is 
ready to be submitted.  



Click Apply to submit the 
application.  



incomplete A message in red, informing you 
to fill in the missing information 



Complete your application 
with the information 
mentioned in this tab, and then 
access the Review and Apply 
tab again to submit the 
completed application.  



 
When you submit the application, the system generates a PDF file which you can download 
immediately or download later from the Attached Documents tab.  
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In Case You Need Assistance 



 
 Follow the instructions below for further help:  



 
For… Please use… 



technical support  the system menu Contact Support and then select the 
Technical Problem (Help Desk) option. 



correspondence concerning the 
selection procedures, 



the following email addresses: 
• For Head of Delegation posts: CCA-



SECRETARIAT@eeas.europa.eu 
• For Deputy Head of Delegation posts: EEAS-



PUBLICATIONS@eeas.europa.eu 
• For Head of Section/Political Officer posts:



AD-Non-Management-Rotation@eeas.europa.eu 
• For AD non Managements posts at HQ: EEAS-HQ-



APPLICATIONS-AD@eeas.europa.eu 
• For AST posts at HQ: EEAS-HQ-APPLICATIONS-



AST@eeas.europa.eu  
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Director of the COST Association  
 
 


 


COST 
 


COST - European CO-operation in Science and Technology - is a unique means for European 
researchers to jointly develop their own ideas and new initiatives across all scientific disciplines 
through trans-European networking of nationally funded research activities. 
 
Based on a European intergovernmental framework, COST has contributed since its creation in 
1971 to closing the gap between science, policy makers and society throughout Europe and 
beyond. COST mission is to enable break-through scientific developments leading to new 
concepts and products and thereby contributing to strengthen Europe’s research and innovation 
capacities. 
 
The COST Association is an international non-profit association based in Brussels with 36 
European Member Countries; it integrates governance, management and support functions 
dedicated to COST activities aiming at enabling trans-European science and technology 
cooperation. The COST Association draws its funding from the EU Framework Programme for 
Research and Innovation, Horizon 2020, through specific Grant Agreements signed in the frame of 
a framework Partnership Agreement with the European Commission. 
 


Position Responsibilities 
 
The Director of the COST Association primary responsibility is to ensure the operational 
implementation of decisions taken by the Committee of Senior Officials (CSO) and the Executive 
Board (EB) through the management as well as the day-to-day operation and administration of the 
Association. The Director of the COST Association is accountable to the Executive Board.  
 
The successful candidate should be available to start Mid-May 2016 at the latest. The position will 
involve: 


 
 Operating in accordance with the overall strategies and decisions taken by the CSO and the 


advice received from the EB  in cooperation with the CSO President and Vice President of the 
Association 


 Preparing, organising and following-up the meetings of the Executive Board and the CSO in 
coordination with the President 


 Initiating and maintaining relations with the European Commission and other third parties 
 Preparing the Agreements in relation with the European Commission 
 Implementing the Agreements between the COST Association and the European Commission 


(or any other organisation) and the corresponding activities including the successful 
implementation of the funding scheme(s) applicable to COST Actions: smooth implementation, 
contributing to the preparation of proposals, grant agreements, amendments, reports, 
continuous monitoring duties, etc. 


 Preparing and signing the Agreements with institutions benefitting from COST financial support 
 Being responsible for the implementation and development of internal policies and procedures 
 Being responsible for the respect of the rules and procedures applicable to COST Association 


activities 
 Preparing and executing the work and budget financial plan of the Association 
 Ensuring the appropriate use of the financial resources at the disposal of the Association, within 


the limits of the delegation of authority received by the EB  
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 Signing contracts with external contractors 
 Being responsible and managing the personnel of the Association in a professional manner, 


including recruitment and dismissal 
 Providing support to other COST actors such as the COST National Coordinators (CNC) and the 


Scientific Committee, possible EB Tasks Forces, CSO Working Groups, Committees for 
advisory purposes, Expert Groups, etc. 


 Fulfilling other responsibilities and tasks as necessary for the good organisation of the 
Association. 


 


Profile and Competencies 
 
The successful candidate should demonstrate the following competencies: 
 
Education & Experience 
 
 Ph.D. or equivalent research experience. 10-15 years’ experience in research management and 


science policy ideally gained at least in part in a European setting. Of this 10-15 years of 
experience, at least 5 years proven success record as senior manager (e.g. Director, CEO, 
Head of Department) with responsibility for a large team (above 30 people) and significant 
annual budget (more 40 M€). 


 In-depth knowledge of European and national research structures, EU institutions and European 
and international science policy making  


 Good knowledge of relevant legal, financial, social regulations 
 Experience in supporting high-level governance and executive boards 
 Extensive experience in staff management 
 Have proven people management, finance, work flow management, communications, IT skills 
 Sound knowledge and understanding of the COST mission, objectives and activities 
 Excellent standard of spoken and written English, good knowledge of French, another European 


language being an advantage 
 
Specific Competencies 


 
 Demonstrable leadership skills to gain staff support, motivate and develop a multidisciplinary 


team in a European, multicultural and multilingual context 
 Capacity to identify and further develop talents and skills of staff members and to allocate 


functions and task accordingly 
 Capacity to define and manage an effective internal organisation and optimise resources 


complying with strategic priorities and implementation needs 
 Capacity to analyse business processes and constantly improve their efficiency  
 Aptitude to encourage the commitment of internal and external stakeholders and to create cross-


functional and collaborative working relations 
 Capacity to represent COST convincingly to a variety of stakeholders at different governance 


levels  
 Ability to facilitate change by stimulating the COST Association to promote constructive changes 


and to constantly improve best practices 


 
Other Competencies 


 
 Proven capacity to deliver on allocated tasks, responding in a timely manner to deadlines 
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 Excellent communication skills across cultural and scientific boundaries, showing discretion, 
integrity and diplomacy  


 Strong interpersonal and internal communication skills within a multi-national context and 
convincing public speaking skills 


 Positive and constructive attitude in a changing environment 
 Excellent problem solving skills in particular in unexpected situations 
 Excellent analytical and mediating skills 
 Ability to lead and motivate  
 Good, practical working knowledge of MS Office systems (especially MS Word, Access, Outlook, 


Excel and PowerPoint) and of electronic databases and Web sites 


 
The COST Association offers 
 
 A 4 years full-time contract under the Belgian law linked to the status of the Association 
 Start date: Mid-May 2016 
 A European working environment located in Brussels 
 Unless a national of the ‘EU and EEE’, candidates must be eligible to work in Belgium and must 


have a work permit 
 
Electronic applications (motivation letter with possible start date mentioned + CV in English and at 
least 2 recent reference letters in English) should be addressed to Barbara Bottiau and sent to 
job@cost.eu, mentioning the reference code DIRCA2016 in the subject line. 
 
Please note that the COST HR Team will only contact the candidates who are invited to the 
interview. No individual feedback will automatically be given to unsuccessful candidates. 
 
The interviews will take place on 13th and 14th January 2016 for the first round and on 19th and 
20th January 2016 for the second round. 
 
For more information, please visit our website: www.cost.eu 
 
 


Deadline for application: 22/11/2015 included 
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