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	EUROPEAN UNION
DELEGATION TO THE REPUBLIC OF MOLDOVA


Job Description for Secretary
Employer
	EU Delegation
	MOLDOVA

	Location
	Str. Mitropolit Petru Movila str, Chisinau, MD-2004, Republic of Moldova


Job description
	Group
	LA Group III

	e-Del-HRM and Sysper2 references
	101543 (e-Del-HRM) – 336423 (Sysper)

	Section in the organisation chart
	Operations 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
	To provide general administrative and secretarial assistance, as well as document management services to the operations section, under the supervision of the Head of Cooperation. 

Other tasks than the ones listed below that are in the interest of the service and attributed by the Head of Delegation or the Head of Cooperation and their substitutes can also be required.


	Main tasks 
	Horizontal Coordination - Operational support
· Participate in section meetings, draft minutes and ensure follow-up.
· Transmit community / administrative information ad hoc within the section. Ensure circulation of information within the section.

· Assist with the reception of new colleagues of the section.

· Handle incoming calls.

· Contact with host country ministries and organisations as well as embassies.

Operational and Administrative Support and Resources - Administrative support to the section
· Registration and follow-up of incoming mail, correspondence, outgoing mail, mailing; 
· Ensure consistent use of Ares; 

· Keep the addressees lists of the operations section updated, ensures adequate, timely and frequent input from section colleagues;
· Ensure that incoming messages and documents are attributed and followed up and that deadlines are respected;

· Ensures processing of outgoing documents for transmission;
· Performs administrative quality checks on files for signature, ensuring routing steps have been cleared and is complete before submission, including required attachments;
· Translate incoming/outgoing letters/correspondence (upon HoC or HoD request); 

· Draft routine/standard letters and notes, language verification of notes and reports;
· Provides support to project managers and collaborate with other sections of the Delegation in the performance of administrative functions.

Operational and Administrative Support and Resources - Logistics support
· Manage office equipment, information and promotional material; keep up-to-date the archive of the section.

· Ensures that the infrastructure and logistic needs of the section are covered in liaison with the specialised services.

· Secures the physical protection, conservation, retention and elimination of the files (on paper and on electronic support).

· Contributes to establishing and updating the filing plan; process, create, keep up-to-date and retrieve dossiers, documents and data in the appropriate files or IT databases.

· Provide access to the documents and records taking account of the relevant provisions concerning security and data protection.

Operational and Administrative Support and Resources - Organisation of meetings and travels
· Keep and coordinate the agendas of section members (incl. organisation and preparation of meetings, arranging appointments, collecting information, preparing files and briefings;
· Organise / support external missions from headquarters, other delegations or other European institutions;
· Organise the missions of section members (travel arrangements, appointments and expenses), including appropriate use of MIPS system;
· Give instructions to drivers on meetings outside the Delegation;
· Replacement of other assistants, secretaries or support agents of the Operations section  as required.
Document management
· In line with administrative rules and guidance from SG regarding document management, ensure that all official documents under the section’s 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  
	•  PROGRAM / PROCESS / PROJECT MANAGEMENT

   ◦ PROJECT MANAGEMENT

     ▪ Project process

• OPERATIONAL and ADMINISTRATIVE SUPPORT and RESOURCES

   ◦ ORGANISATION and ADMINISTRATION of SUPPORT OFFICES

     ▪ Administrative rules and procedures of the Commission

• HUMAN RESOURCE MANAGEMENT

   ◦ WORKING CONDITIONS

      ▪ Leave and absence management
• INFORMATION and DOCUMENT MANAGEMENT

  ◦ DOCUMENT MANAGEMENT

     ▪ Filing and recording

  ◦ MAIL HANDLING

    ▪ Registration of mail and documents

    ▪ Mail processing and distribution



	Personal skills / Competences
	Communicating 
· Ability to communicate in meetings

· Ability to understand and be understood

· Drafting skills

Prioritising and Organising

· Capacity to deliver in a structured way

· Planning capacity

Working with others

· Ability to work in a team

· Sociability skills



	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, or fields related to the main tasks or knowledge.

	

	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 French or another EU language is an asset.

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


12
3

