      


                                                                                                                                    

                         
Twinning Project AZ/14/ENP/TP/34

STATE MARITIME ADMINISTRATION OF THE REPUBLIC OF AZERBAIJAN 

Job Announcement for Resident Twinning Advisor (RTA) Assistant for EU-Twinning Project

An RTA Assistant is sought for an EU Twinning Project AZ 14/ ENP/TP/34 entitled “Support to the SMA to improve liability in the maritime transport in the Republic of Azerbaijan” between the Republic of Azerbaijan and Spain for 24 months.

Starting Date for provision of services
Upon signature of the Twinning Contract, expected to be around. September/October 2015
Place 

Baku, with possible short trips to different locations among Azerbaijan and Spain.
Tasks 

· Support the RTA and to visit the people responsible for the Project at the different Institutions to:



1. Provide relevant information and documents.

2. Help arranging contacts or meetings.

3. Attend meetings, draft and disseminate minutes of meetings.

4. Translate and interpret when needed.

5. Develop and maintain close working contacts and relations with Azerbaijani officials involved in the Twinning, contacts at other beneficiary organisations and the Project Leaders.

6. Assist the RTA identifying, contracting and monitoring translation and interpretation services.

- Assist the RTA planning the visits of the Short-term experts (travel,    accommodation and work in Azerbaijan, specifically in Baku.
       - Perform necessary office and office management tasks including filing.
            - General support to the RTA in terms of administrative assistance, office   management, record keeping, correspondence.

This list is not exclusive of other possible tasks.
Qualifications demanded
1. University degree.

2. Knowledge on the Azerbaijani Public Administration.

3. Fluent on Azerbaijani language.

4. Fluent in oral and written English is a must. 

5. Strong administrative and organizing skills.

6. Ability to work in a team.

7. Very good computer skills (MS Office, Word, Excel, Power Point, Internet)

8. Very good communication skills.

9. Patience and flexibility.

Assets
1. Previous experience in Twinning or projects funded by the European Union will be an advantage.

2. Fluency in oral and written Spanish will be an advantage.

3. Knowledge on Microsoft Project will be an advantage.

4. Driving license is an advantage.

5. Preferably basic knowledge of EU institutions.

Remuneration

The honoraria will be 1.500 Euro monthly (indirect taxes not included).
Contract services will be signed for 24 months. 

FIIAPP (the Spanish institution responsible of the management of the TW) will be the Contracting Authority
The selected person must provide to FIIAPP a tax certificate which proofs that he/she pays taxes in the Republic of Azerbaijan.

How to Apply

Please send your application in English (European format CV
) via e-mail to all of the following email addresses: bsevilla@fiiapp.org, gvillegas@fiiapp.org, fcollado@fomento.es, f.mammedov@ardda.gov.az   indicating on the subject of the email the post you are applying to. Please include an email and a telephone contact number in the application.

All applications received with no reference of the post and in other language different form English will be automatically rejected. 

Deadline for submissions: 10th July 2015 at 12:00h (Spain)
All applications received later than this time will be not taken in consideration.

Short-listed candidates will be invited for an interview between the 14h and 15th of July 2012 at Baku (exact date and place to be confirmed to each shortlisted participant).
NOTE: Twinning Manual foresees that the chosen assistant is not a civil servant or agent of the beneficiary (past 6 months) nor is on leave from the beneficiary to take up the position of the project assistant.
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Personal information�
�



Name�
�
�
�
Address�
�
�
�
Telephone�
�
�
�
Fax�
�
�
�
E-mail�
�
�
�



Nationality�
�
�
�



Date of birth�
�
�
�






Total years of experience�
�
�






Work experience�
�



�
�
• Dates (from – to)�
�
�
�
• Name and address of employer�
�
�
�
• Type of business or sector�
�
�
�
• Occupation or position held�
�
�
�
• Main activities and responsibilities�
�
�
�






	





























Education and training�
�



• Dates (from – to)�
�
�
�
• Name and type of organisation providing education and training�
�
�
�
• Dates (from – to)�
�
�
�
• Name and type of organisation providing education and training�
�
�
�






Personal skills


and competences


Acquired in the course of life and career but not necessarily covered by formal certificates and diplomas.�
�



• Name of training�
�
�
�



Mother tongue�
�
�
�



Other languages�
�
�
�
�
�
• Reading skills�
�
�
�
• Writing skills�
�
�
�
• Verbal skills�
�
�
�









Social skills


and competences


Living and working with other people, in multicultural environments, in positions where communication is important and situations where teamwork is essential (for example culture and sports), etc.�
�






�
�






Organisational skills 


and competences 


Coordination and administration of people, projects and budgets; at work, in voluntary work (for example culture and sports) and at home, etc.�
�
�
�






Technical skills 


and competences


With computers, specific kinds of equipment, machinery, etc.�
�
�
�



Driving licence(s)�
�
�
�






Additional information�
�
�
�



�
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