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	EUROPEAN UNION

DELEGATION TO THE REPUBLIC OF MOLDOVA


Job Description  
Secretary 
Administration Section
Employer
	EU Delegation
	MOLDOVA

	Location
	10, Petru Movila street, Chisinau MD-2004, Republic Moldova


Job description
	Group
	LA Group III

	e-Del-HRM and Sysper2 references
	98523 (e-Del-HRM) – 314851 (Sysper)

	Section in the organisation chart
	Administration section

	Next hierarchical superior (who to report to)
	Reporting to the Head of Section

	Working hours
	Full time - 37.5 hours/week    

	Working environment/conditions 
	N/A 

	Job objective
	Provide support to the Head of Administration and the Administration section. The specific post and related duties of the employee shall be decided and may be adapted by the employer according to the needs of the European Union. 


	Main Tasks 
	OPERATIONAL and ADMINISTRATIVE SUPPORT and RESOURCES – Provide support to the Head of Administration 
-  Organising meetings for the Head of Section/the Section. Distributing out-going mail of the Head of Section. Answering telephone calls for the Head of Section/the section. Assisting the Head of Section in collecting and consolidating data for reports. Managing other administrative or information gathering tasks related to the work of the section. Market research when assigned by the Head of Section.  
- Protocol matters for arriving/departing expatriates (accreditation). Protocol issues. Organisation of transportation (application e-drivers). Record of all NV of the Administration section. Regular update of the Delegation's diplomatic list/diplomatic missions lists. Performing tasks related to customs clearance and registration/de-registration of vehicles of diplomats.
-  Preparing draft minutes of section (and other) meetings of the Head of Section as required. Drafting notes, letters and contractual correspondence. Preparing signataires (routing slips/files). Addressing envelopes for local post/diplomatic pouch/driver. Sending out correspondences (letters, parcels, e-mails). Photocopying and scanning documents.
-  Performing tasks related to VAT refund to individuals and the Delegation. Performing tasks related to financial management of logistic issues. Performing operational and financial initiation tasks in the areas designated by the Head of Section. Monthly reporting of supplies/consumables.
- Managing archives in the section as required.  Occasional translation/interpretation. Undertake other assignments that may be requested in view of the efficient functioning of the section.
DOCUMENT MANAGEMENT - Document management
-   In line with administrative rules and guidance from SG regarding document management, ensure that all official documents under your responsibility are registered, filed and stored in the appropriate systems (Ares) and can be found easily.
-  Ensure the registration in Ares (using the Areslook tool) of all incoming/outgoing mails considered as important or official. Ensure their filing in the appropriate Ares folder.


	Knowledge  
	• Operational and Administrative Support and Resources.
• IT Tools for specific application areas.


	Personal skills / Competences
	• Communicating

◦ Ability to communicate in meetings

◦ Ability to understand and be understood

◦ Capacity to communicate technical or specialised information

• Delivering Quality and Results
◦ Accountability
◦ Conscientiousness

• Learning and Development
◦ Flexibility (openness towards new demands, etc.)

• Prioritising and Organising

◦ Coordination skills

• Resilience
◦ Stress resistance

• Working with Others
◦ Ability to work in a team

◦ Confidentiality

	Minimum physical requirements  
	N/A


Job specifications

	
	Required 
	Appreciated 

	Qualifications 
	
A recognised post-secondary education diploma in the domain of secretariat, public administration, business administration, accountancy.

	

	Professional experience 
	Relevant experience of at least 2 years in the fields of activities listed above.
	- Experience in an international environment is an asset.


	Knowledge of languages  
	State language of Moldova: 
Listening: C2
Reading: C2
Spoken interaction: C2
Spoken production: C2
Writing: C2
English:
Listening: C1
Reading: C1
Spoken interaction: C1
Spoken production: C1
Writing: C1
Russian:
Listening: B2
Reading: B2
Spoken interaction: B2
Spoken production: B2
Writing: B1

	

	Knowledge of IT tools
	Excellent PC skills, particularly with Microsoft Office, Excel, Power Point,  etc. 
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