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	EUROPEAN UNION
DELEGATION TO THE REPUBLIC OF MOLDOVA

	
	


Job Description for job profile / job function

Project Officer
Employer
	EU Delegation
	REPUBLIC OF MOLDOVA

	Location
	12, M. Kogalniceanu street, MD-2001, Chisinau, Republic of Moldova


Job description

	Group
	LA Group I

	e-Del-HRM and Sysper2 references
	54519 (e-Del-HRM) – 208914 (Sysper)

	Section in the organisation chart
	Operations Section

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

	Working hours
	Full time - 37.5 hours/week    

	Working environment/conditions 
	Multicultural environment 

	Job objective
	To advise on and manage, under the supervision of the Head of Cooperation, the implementation of projects and programmes of development assistance and of financial and technical cooperation.  
Areas covered by the project officer: Visibility of the EU-funded Projects, Information and Communication Coordination, Visibility events such as Europe Days, European Visitors Programme.  

Occasional other tasks in the interest of service and attributed by the Head of Delegation or the Head of Cooperation and their substitutes can also be required.


	Main tasks 
	Functions and duties

Sector analysis, strategy formulation and programming
(Function type: Policy Analysis)

· Support policy dialogue with all relevant ministries, agencies, donors and other relevant stakeholders in all areas of concern.

· Contribute to sector analysis and to the definition of a sector strategy for the European Union, e.g.: Association Agenda, Multiannual Indicative Programme, NDICI-GE Annual Action Programmes Moldova in the areas mentioned above, assistance mid-term- and end-reviews, assistance planning, etc.

Sectorial reporting (Function type: Internal Communication)

· Observe, monitor and report regularly and in timely fashion (including early warnings on potential disputes) to Delegation hierarchy and Headquarters on sectoral issues, as well as in response to any specific requests. Contribute to drafting of the annual progress reports on the EU – Moldova Action Plan, working documents of the EU – Moldova Committees and Sub-Committees under the EU-Moldova Action Plan, its potential successor document, and similar documents; Draft minutes on request of hierarchy.
· Lead role in dissemination of information about the most prominent communication actions and initiatives among the staff of the EU Delegation
Delegation’s project cycle management
(Function type: Programme /Project/Process Management)

· Contribute to the programming, identification and appraisal in close cooperation with the beneficiary institutions in Moldova, if and when such programmes are decided in the programming process.

· Contribute to all aspects of the procurement process (drafting Terms of Reference, launching tenders, etc.).

· Monitor ongoing projects, attend management and monitoring meetings, elaborate progress reports on projects and propose action if and when needed.

· Evaluate projects.

· Maintain contacts with other donors active in the host country

· Initiative and give a visa on documents and dossiers where required.

· Encode in internal information systems (CRIS, OPSYS) and give the appropriate visa (ENCOD, GESTOPE).

Preparation and follow up of calls for tender
(Function type: Project /Process Management)

· Assist in launching, managing and monitoring calls for proposals, tenders, evaluation and selection of projects

· Ensure the follow-up of the implementation of projects and the performance of project managers and partners, monitor contractual obligations (via periodic reviews, audits, reporting and assistance, etc.) and gather and handle external expertise.

· Deal with horizontal activities, concentration and networking aspects of the programme and its projects.

· Encode and update the files in relevant information systems (CRIS/OPSYS.)
Representation, Negotiation, Participation 
(Function type: Representation, Negotiation, Participation)

· Maintain good and effective contacts with the local operators in the field, with the national authorities and institutions, with representatives of the diplomatic missions of the Member States, with representatives of the principal international donors, with NGOs and other local non-official actors.

· Prepare and assist in missions from Headquarters

Communication relating to programme and projects
(Function type: External Communication)

· Produce and disseminate the results of projects at workshops, seminars, conferences and other public events.

· Extract and disseminate best communication practices and facilitate exchange of experiences.
· Contribute to the production of publications and other communication material (videos, social media etc.).
· Organisation of events for external public and for diplomatic community.



	Knowledge
	Budget, Finance & Contracts 

· Budgetary rules and procedures

· Financial circuits

· Contract/Project management

· Rules and procedures relating to the preparation of contracts

· Rules and procedures concerning  calls for proposal, calls for tenders, contracts, 
· Financial Regulation and related procedures

Policies

· EU- related development assistance policies 
· EU priorities, values and basic rules related to the organisation and functioning of the EU

· Project management 
Information and Communication technologies

IT tools for Specific Application Areas

· IT tools and systems for COMMUNICATION and PUBLICATION


	Personal skills
	· Excellent communication skills

· Excellent time-management and organisational/coordination skills

· Strong sense of loyalty and commitment

· Ability to deliver output of highest standard under pressure and within tight deadlines

· Consistent attention to detail
· Ability to conceptualise problems, identify and implement solutions

· Capacity to analyse and structure information

· Excellent drafting skills

· Ability to work in a proactive and autonomous way

· Flexibility (openness towards new demands, etc.)

· Ability to work in a team



	Specific physical requirements
	N/A 


Job specifications

	
	Compulsory requirement 
	Asset 

	Qualifications
	University level degree of a legal duration of at least 3 years in the domains: journalism, communication, marketing, international relations, political science or another relevant field of studies. 


	

	Professional experience
	Minimum 2 years in an international organisation or multinational organisation dealing with communication, project management, preferably in the EU cooperation field. 


	· Experience with project management is an asset.

· Experience in an international environment is an asset.



	Knowledge of languages
	English:

Listening: C1

Reading: C1

Spoken interaction: C1

Spoken production: C1

Writing: C1

Romanian:

Listening: C2
Reading: C2
Spoken interaction: C2
Spoken production: C2
Writing: C2
Russian:

Listening: C1
Reading: C1
Spoken interaction: C1
Spoken production: C1
Writing: C1 

	Knowledge of French would be an asset 



	Knowledge of IT tools 
	Excellent PC skills, particularly with Microsoft Word and Microsoft Excel

	Social media + video production would be an asset
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