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We are

The European Union Partnership Mission in the Republic of Moldova (EUPM Moldova), is part of the Common Security and Defence Policy (CSDP), which enables the Union to take a leading role in peace-keeping operations, conflict prevention and in strengthening of international security. It is an integrated part of the EU's comprehensive approach towards crisis management, drawing on civilian experts as well as experts from the police and other areas.

EUPM Moldova was established on 24th April 2023 by the Council of the European Union in response to a request from the Moldovan Government to the EU to support the Moldovan authorities in contribute to enhancing the resilience of the security sector of the Republic of Moldova in the areas of crisis management and hybrid threats, including cybersecurity and countering foreign information manipulation and interference.

EUPM Moldova Headquarters is currently located in Chisinau and is progressively increasing its presence in the host country. In this perspective, EUPM Moldova is looking for Local National Staff to support its operations in Moldova.
The EU strives for improved gender balance in CSDP operations in compliance with UNSCR 1325.

General Requirements & Eligibility

Applicants should:
· Enjoy full civil rights and do not have criminal record (a certificate will be required before any employment offer); 
· Be in possession of Moldovan citizenship and/or of a valid residence and work permits according to Moldovan laws;
· Be physically fit to perform the duties relating to the post (a medical certificate will be required before any employment offer);
· Have fulfilled any obligations imposed on him/her by the laws concerning military service

Only applications provided on the official EUPM Moldova application form will be accepted (please download it from this website)
The application form must be filled in English
Application form to be submitted in as a MS Word document (No PDF or JPEG will be accepted).
Rename the file with the post number, name: e.g. "MDAL03_Family name _First name". 
Application submission deadline: June 29th 2023, 17:00 Chisinau time. 
Submitted files will not be returned. 

	
	
	



EUPM Moldova retains the discretion to re-advertise/re-post the vacancy, to cancel the recruitment, to offer an appointment at a lower grade or to offer an appointment with a modified job description.
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Annex 1

	European Union Partnership Mission in Moldova (EUPM Moldova)
1-2023 Call for Applications – National Staff

	Organisation:
	EUPM MOLDOVA

	Job Location:
	Chișinău

	Employment Regime:
	Local Contracted

	[bookmark: Title]Job Title/
Vacancy Notice:
	Ref.
	Name of the Post
	Location
	Available on

	
	MDAL01
	HoM Assistant
	Chișinău
	ASAP

	
	MDAL04
	 HRM Assistant
	Chișinău
	ASAP

	
	MDAL05
	 CIS Technician (Helpdesk and Support)
	Chișinău
	ASAP

	
	MDAL06
	 Logistics Assistant (and driver)
	Chișinău
	ASAP

	Deadline for Applications:
	June 29th 2022, 17:00 Chisinau time

	E-mail Address to send the Job Application Form to:
	recruitment@eupm-moldova.eu

	Information:
	For more information relating to selection and recruitment, please contact EUPM Moldova:  hr@eupm-moldova.eu



[bookmark: _GoBack]

	Position Code
	Position Title

	MDAL 01
	HoM’s Assistant

	Department/Unit
	Location
	Post Group (Local Staff)

	CoS Office
	Chișinău
	III



The post holder will report to the Head of Mission (HoM) and will be administratively coordinated through the Chief of Staff. To be able to carry the required tasks effectively, s/he will closely cooperate with the Chief of Staff and the heads of departments.

Duties and Responsibilities
The Head of Mission’s Assistant will be required, in accordance with the EUPM Mandate, Code of Conduct and the General Service Conditions for locally recruited Staff members, to perform the following tasks: 
· Assist the HoM with the daily tasks; 
· Manage the calendar of meetings and appointments of the HoM; 
· Perform administrative and secretarial duties, draft memos, letters and other requested documents and maintain filing systems;
· Receive and distribute all correspondence as routed by the HoM to the appropriate official, staff members as destined;
· Initiate, develop and maintain appropriate administrative systems both paper and electronic for the HoM;
· Follow up on all travel schedules for the HoM, including liaising with HR, Mission Support and Security for authorization, entitlements, flight reservations etc.; 
· Organize and monitor the system of week-end duties;
· Send written invitations or by phone, arranges booking of facilities, etc.;
· Translate/interpret conversations with local stakeholders as and when required; 
· Deal with information with confidentiality and discretion;
· Perform any other task as requested by his/her Line Manager.


Qualifications and experience
Eligibility criteria’s:
· Enjoy full civil rights and do not have criminal record; 
· Be in possession of Moldovan citizenship and/or of a (still) valid residence and work permits according to Moldovan laws;
· Be physically fit to perform the duties relating to the post;
· Have fulfilled any obligations imposed on him/her by the laws concerning military service;
· Successful completion of Post-Secondary studies attested by a diploma;
· After having obtained the degree, at least three (3) years of relevant and proven full-time professional experience in the private and/or public sector.

Essential criteria:
· Excellent communication skills of English, Romanian and Russian;
· Very good knowledge and experience of Office Suite Package;
· Ability to write and communicate in a clear and concise manner;
· Excellent administration and organizational skills;
· Experience in positions requiring analytical and organizational skills, with a service- and project-oriented approach;
· Driving license category “B”.

Additional advantageous assets:
· Professional experience in an EU and/or International environment;  
· Experience of working in an intercultural environment, with respect of diversity;
· Ability to focus on priorities, to monitor and evaluate procedures and processes;
· Ability to deliver work on time and to agreed standards, even under pressure.

Personality assets:
· Have strong sense of initiative, responsibility and autonomy; 
· Ability to build productive and cooperative working relationships with other staff members,
· Ability to work methodically, accurately and with attention to details as well as to tight deadlines;
· Used to work on a multitude of activities at the same time and with limited supervision;
· Ability to work independently and harmoniously with colleagues and as part of a team, with respect to diversity;
· Punctuality, commitment to quality, ability to perform under stress, attention to detail, solid work ethics, willingness to work flexible working hours and still deal helpfully and courteously with all contacts.



	Position Code
	Position Title

	MDAL 04
	Human Resources Management Assistant

	Department/Unit
	Location
	Post Group (Local Staff)

	CoS Office/HR Unit
	Chișinău
	III



The Human Resources (HR) Assistant will report to the (international) Human Resources Officer(s). As part of the HR Unit, s/he will support the Unit and contribute to the efficient and effective running of the HR tasks.

Duties and Responsibilities
The Human Resources Assistant will be required, in accordance with the EUPM Mandate, Code of Conduct and the General Service Conditions for locally recruited Staff members, to perform the following tasks:
· Assist the HR officer(s) with the daily running of the Unit;
· Carry out all human resources related tasks and assignments, in co-ordination with the HR Officers; 
· Assist in the staff recruitment process;
· Maintain duty rosters and HR office database as appropriate, insert data and make requested queries related to her/his assignment, updating and spreading personnel lists;
· Maintain HR Unit filing systems (File documents and recorded data in appropriate database, spreadsheets and all data related files) and managing supporting documentation;
· Draft letters and other HR-related documents;
· Perform administrative and secretarial duties, draft memos, employment letters, and other requested documents, filling up forms and scanning documents;
· Provide advice, guidance and support to staff on personnel administration related matters;
· Coordinate communication with local authorities and agencies, Insurance Companies and other counterparts;
· Translate HR related documents from local languages to English and vice versa;
· Perform spoken translation during meetings, take notes/minutes;
· Arrange meetings and draft itineraries;
· Assists the HR Officers in the selection and recruitment of staff as per the EU CSDP rules;
· Assists the Unit in the payroll preparation and adjustment;
· Deal with information with confidentiality and discretion;
· Perform any other task as requested by his/her Line Manager.

Qualifications and experience
Eligibility criteria:
· Enjoy full civil rights and do not have criminal record; 
· Be in possession of Moldovan citizenship and/or of a (still) valid residence and work permits according to Moldovan laws;
· Be physically fit to perform the duties relating to the post;
· Have fulfilled any obligations imposed on him/her by the laws concerning military service;
· Successful completion of Post-Secondary studies attested by a diploma;
· After having obtained the diploma, at least three (5) years of proven full time relevant professional experience a relevant field of work (HR management, public administration, administrative tasks in a private company, etc.) in the private and/or public sector.

Essential criteria:
· [bookmark: _Hlk137028477]Excellent communication skills of English, Romanian and Russian;
· [bookmark: _Hlk137028464]Very good knowledge and experience of Office Suite Package;
· Good experience of using data for preparing reports.
· [bookmark: _Hlk137028078]Excellent administration and organizational skills;
· Experience in positions requiring analytical and organizational skills, with a service- and project-oriented approach;
· Driving license category “B”.

[bookmark: _Hlk137028148]Additional advantageous assets:
· Professional experience in an EU and/or International environment;  
· Experience of working in an intercultural environment, with respect of diversity;
· Ability to focus on priorities, to monitor and evaluate procedures and processes;
· Ability to deliver work on time and to agreed standards, even under pressure.

Personality assets:
· Have strong sense of initiative, responsibility and autonomy; 
· Ability to build productive and cooperative working relationships with other staff members,
· Ability to work methodically, accurately and with attention to details as well as to tight deadlines;
· Used to work on a multitude of activities at the same time and with limited supervision;
· Ability to work independently and harmoniously with colleagues and as part of a team, with respect to diversity;
· Punctuality, commitment to quality, ability to perform under stress, attention to detail, solid work ethics, willingness to work flexible working hours and still deal helpfully and courteously with all contacts.




	Position Code
	Position Title

	MDAL 05
	CIS Technician (Helpdesk & Support)

	Department/Unit
	Location
	Post Group (Local Staff)

	Mission Support/CIS Unit
	Chișinău
	III



The CIS Technician (Helpdesk & Support) reports to the (international) CIS Officer(s). As part of the CIS Unit, s/he will contribute to the efficient and effective running of the Unit tasks and the Mission Support Department.

Duties and Responsibilities
The CIS Technician (Helpdesk & Support) will be required, in accordance with the EUPM Mandate, Code of Conduct and the General Service Conditions for locally recruited Staff members, to perform the following tasks:
· Assist in the configuration, operation, technical management and maintenance of all CIS hardware and software;
· Assist in the installation, configuration, administration and maintenance of all CIS software, systems and devices;
· Assist in the implementation of back up policies, safe storage of critical data;
· Assist in analysing, identifying and resolving user problems;
· Ensure a prompt delivery of technical services, help desk support, standardization, preparation and maintenance of applications, diagnosing and resolving reported technical issues;
· Provide support for all CIS related issues, organise repair and replacement of CIS related devices/equipment, ensure the proper functioning of all CIS equipment in his/her area of responsibility;
· Contribute to the support and training for users of various applications/software;
· Assist in the preparation of requisitions for required materials and services within the Mission;
· Monitor the implementation of the guidelines and procedures for CIS support;
· Provide reports of executed tasks and status of CIS support to his/her supervisors and give recommendations where needed;
· Provide telephone, on-line and on-site assistance with problems relating to the use of CIS equipment and software (e.g. e-mail, word processing, spreadsheets, presentation packages, database applications, Internet browsers, workstation operating systems, radios, telephones etc.);
· Configure and install new hosts (e.g. computers, servers, network devices etc.) and hardware (e.g. printers, scanners etc.) in the LAN environment and prepare them for use with server-based network services, in accordance with CIS standards and SOPs;
· Ensure that the Mission’s CIS assets are used optimally and efficiently and make recommendations as required;
· Deal with information with confidentiality and discretion;
· Perform any other task as requested by his/her Line Manager.

Qualifications and experience
Eligibility criteria’s: 
1. Enjoy full civil rights and do not have criminal record; 
1. Be in possession of Moldovan citizenship and/or of a (still) valid residence and work permits according to Moldovan laws;
1. Be physically fit to perform the duties relating to the post;
1. Have fulfilled any obligations imposed on him/her by the laws concerning military service;
1. [bookmark: _Hlk135838437]Successful completion of Post-Secondary studies attested by a diploma in CIS studies;
1. [bookmark: _Hlk135838464]After having obtained the diploma, at least three (5) years of proven full time relevant professional experience in Information and Communication Technology;

Essential criteria:
· Excellent communication skills of English, Romanian and Russian;
· Excellent computer skills in Microsoft Office applications (Excel, Word, Power Point, Access).
· Ability to focus on priorities, to monitor and evaluate procedures and processes;
· Excellent administration and organizational skills;
· Experience in positions requiring analytical and organizational skills, with a service- and project-oriented approach;
· Driving license category “B”.

Additional advantageous assets:
· Knowledge and/or experience with radio and telephone systems;
· Relevant Microsoft and open source certifications;
· Professional experience in an EU and/or International environment;  
· Experience of working in an intercultural environment, with respect of diversity;
· Ability to focus on priorities, to monitor and evaluate procedures and processes;
· Ability to deliver work on time and to agreed standards, even under pressure.

Personality assets:
· Have strong sense of initiative, responsibility and autonomy; 
· Ability to build productive and cooperative working relationships with other staff members,
· Ability to work methodically, accurately and with attention to details as well as to tight deadlines;
· Used to work on a multitude of activities at the same time and with limited supervision;
· Ability to work independently and harmoniously with colleagues and as part of a team, with respect to diversity;
· Punctuality, commitment to quality, ability to perform under stress, attention to detail, solid work ethics, willingness to work flexible working hours and still deal helpfully and courteously with all contacts.



	Position Code
	Position Title

	MDAL 06
	Logistics Assistant (and Driver)

	Department/Unit
	Location
	Post Group (Local Staff)

	Mission Support/Logistics Unit
	Chișinău
	III



The Logistics Assistant (and Driver) reports to the (international) Logistics Officer(s). As part of the Logistics Unit, s/he will contribute to the efficient and effective running of the Unit tasks and the Mission Support Department.

Duties and Responsibilities
The Logistics Assistant (and Driver) will be required, in accordance with the EUPM Mandate, Code of Conduct and the General Service Conditions for locally recruited Staff members, to perform the following tasks:
· Implements general logistics policy, prepares technical reports and implements operational instructions, guidelines and procedures regarding the provision of assets;
· Provides logistical support to all staff regarding assets required to perform their duties, such as computers, vehicles, furniture, telecommunications equipment, office supplies, etc;
· Coordinates and manage the distribution and reallocation of all logistical resources planned for the mobile unit, ensuring that a system is in place for replacement and repair;
· Coordinates the provision of office equipment;
· Performs building management related tasks, such as coordinating projects related to space, construction, furniture, etc;
· Conducts and maintain asset inventory;
· Be responsible for reporting on logistical issues, propose/recommend changes and improvements, ensuring accuracy;
· Identify the needs for goods and/or services specifically required for his/her area of responsibility and technically define the appropriate requirements of the means necessary to cover these needs and participate, as appropriate, in the process to procure these goods and services;
· Assist in managing and maintaining a comprehensive database of supplies and assets;
· Receive, review, analyze, award, process and track certified requisitions submitted to procurement procedures;
· Draft specifications for the issuance of tenders related to his/her area of responsibility;
· Drive Mission vehicles in a professional manner and in compliance with Moldovan traffic regulations, including speed limits;
· Be able to determine the most appropriate route;
· Undertake any other related tasks as requested by supervisors.

Qualifications and experience
Eligibility criteria’s: 
1. Enjoy full civil rights and do not have criminal record; 
1. Be in possession of Moldovan citizenship and/or of a (still) valid residence and work permits according to Moldovan laws;
1. Be physically fit to perform the duties relating to the post;
1. Have fulfilled any obligations imposed on him/her by the laws concerning military service;
1. Successful completion of Post-Secondary studies attested by a diploma;
1. After having obtained the diploma, at least three (5) years of proven full time relevant professional experience in Logistics and/or Administration;

Essential criteria:
· Excellent communication skills of English, Romanian and Russian;
· Very good knowledge and experience of Office Suite Package;
· Good experience of using data for preparing reports.
· Excellent administration and organizational skills;
· Experience in positions requiring analytical and organizational skills, with a service- and project-oriented approach;
· Driving license category “B” and “C”.

Additional advantageous assets:
· Training / qualification in one of the fields of transportation, logistics, administration;
· Knowledge of inventory management, supply chain management and fleet management technologies;
· Proficiency in the use of standard maintenance software and data entry processes;
· Knowledge of the various product and service markets and industry networks;
· Professional experience in an EU and/or International environment;  
· Experience of working in an intercultural environment, with respect of diversity;
· Ability to focus on priorities, to monitor and evaluate procedures and processes;
· Ability to deliver work on time and to agreed standards, even under pressure.

Personality assets:
· Have strong sense of initiative, responsibility and autonomy; 
· Ability to build productive and cooperative working relationships with other staff members,
· Ability to work methodically, accurately and with attention to details as well as to tight deadlines;
· Used to work on a multitude of activities at the same time and with limited supervision;
· Ability to work independently and harmoniously with colleagues and as part of a team, with respect to diversity;
· Punctuality, commitment to quality, ability to perform under stress, attention to detail, solid work ethics, willingness to work flexible working hours and still deal helpfully and courteously with all contacts.
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