ΚΕΝΗ ΘΕΣΗ ΣΤΟΝ ΟΡΓΑΝΙΣΜΟ ´´ EUROPEAN CENTRE FOR THE DEVELOPMENT OF VOCATIONAL TRAINING´´
Το Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων γνωστοποιεί ανακοίνωση του Οργανισμού EUROPEAN CENTRE FOR THE DEVELOPMENT OF VOCATIONAL TRAINING αναφορικά με την πλήρωση 2 κενών θέσεων:

1. Εxternal notice of vacancy – cedefop/2011/2/CA
Job Title: 


editorial assistant
Base: 


Thessaloniki, Greece
Deadline for Applications:  11/05/2011 at 12:00 (noon) Greek Time
Cedefop is the European Agency to promote the development of vocational education and training (VET) in the European Union. It is a centre for policy analysis and research and is a recognised partner in the policy and scientific debates on VET. Its strategic objective is to enhance European cooperation in VET through evidence and expertise.
The job profile

The successful candidate will work in the editing and translation project team which is part of Area Communication, Information and Dissemination. The Area includes the Library/Documentation, the Editing and Translation, the Publications and the Public Relations services. The successful candidate will support the Editing and Translation service in preparing documents for publication. S/he will work with the editor for English and report to the Project Manager for Editing and Translation.

Job Tasks
· Coordinate the finalisation [sign-off] of the edited text:
· Support workflow management when needed:
· Support editing meetings
Formal Requirements

To be considered eligible, applicants must:

· Be a citizen of one of the Member States of the European Union;

· Have completed a level of post-secondary education attested by a diploma 


or
a level of secondary education attested by a diploma which gives access to post- secondary education and, after having obtained the diploma, 3 years appropriate full-time professional experience


(see also ‘essential criteria’);

· Have a thorough knowledge of one of the languages of the Communities and satisfactory knowledge of another language of the Communities;

· Enjoy full rights as a citizen; 

· Have fulfilled any obligations imposed by the laws on military service;

· Be physically fit to perform the duties relating to the post.

Selection criteria

Candidates should have a good sense of adaptability, responsibility and autonomy. Good organisational and time management skills as well as attention to detail are required. Candidates must be able to work independently and as part of a team, to tight deadlines.

Essential criteria

· 3 years of professional experience in tasks similar to those mentioned under Job tasks above in addition to what is requested in the 2nd bullet point under ’Formal requirements’ above;

· Knowledge of editing; 

· Native-speaker standard of written and spoken English;

· Ability to draft correspondence and short communications clearly and simply; 

· Excellent knowledge of and ability to use MS Word, Excel and Outlook as well as the Internet.

Additional assets

· Editorial experience;

· Experience of document management systems;

· Prior experience as an administrative assistant in an international or European context.

Selection procedure
Eligibility of candidates will be assessed according to compliance with all eligibility criteria (formal requirements) by the closing date for the submission of applications. Non-eligible candidates will not be considered further in the selection process. A shortlist of candidates will be established with those candidates who meet the essential criteria and who most closely meet the additional assets. Shortlisted candidates will be invited for written tests and an interview. 

The Selection Board’s work and deliberations are strictly confidential and any contact with the board members is strictly forbidden during the selection procedure.

Please note:
It is intended to hold tests and interviews in Thessaloniki,
on 14 and 15 June 2011 (subject to change).

A list of suitable candidates will be drawn up by Cedefop. Candidates must obtain a minimum total score of 60% in the written tests and interviews to be proposed for admission to the list of suitable candidates.  
The list will be valid until 31/12/2012 and validity may be extended.

Contractual conditions

The terms of employment are those described in the Conditions of employment of other servants of the European Communities (cf. Articles 79 to 119 referring to contract staff).  

The basic monthly salary of a contract agent in Function Group II (grade 4, step 1) before any deductions or allowances is approximately € 1.900.  The salary is subject to a salary weighting (currently 94.8%) but free of national taxation.  In addition, Cedefop offers attractive benefits in line with those of the EU Staff Regulations.

The grade will be determined in the light of the successful applicant’s experience and qualifications.  

For any further information on the contractual and working conditions please refer to the Staff Regulations of Officials of the European Communities and the Conditions of Employment of other Servants of the European Communities, which are accessible at the following address:

http://ec.europa.eu/civil_service/docs/toc100_en.pdf
2. Εxternal notice of vacancy – CEDEFOP/2011/3/CA
Job Title: 


Administrative Assistant
Base: 


Thessaloniki, Greece
Deadline for Applications:  06/05/2011 at 12:00 (noon) Greek Time
The job profile

Successful candidates will be recruited to cover short-term absences in any of the Areas and Services of Cedefop.

Job Tasks

Job tasks may vary according to the position and service and, under the authority of the person responsible, may include a combination of some of the following:

· Organisational support and coordination

· Documents and files management

· Meeting organisation 

· Personnel administration handling 

Formal Requirements

To be considered eligible, applicants must:

· Be a citizen of one of the Member States of the European Union;

· Have completed a level of post-secondary education attested by a diploma 


or
a level of secondary education attested by a diploma which gives access to post- secondary education and, after having obtained the diploma, 3 years appropriate full-time professional experience


(see also ‘essential criteria’)

· Have a thorough knowledge of one of the languages of the Communities and satisfactory knowledge of another language of the Communities;

· Enjoy full rights as a citizen; 

· Have fulfilled any obligations imposed by the laws on military service;

· Be physically fit to perform the duties relating to the post.

Selection criteria

Candidates should have a good sense of adaptability, responsibility and autonomy. Good organisational and interpersonal skills are required. Candidates must be able to work independently and as part of a team, to tight deadlines.

Essential criteria

· In addition to what is requested in the 2nd bullet point under ‘Formal Requirements’, 3 years of professional experience in carrying out several of the tasks described above;

· Very good written and oral English;

· Ability to communicate effectively with colleagues and external contacts at different levels;

· Ability to draft correspondence and short communications clearly and simply; 

· Excellent knowledge of and ability to use Word, Excel, Powerpoint, and Outlook as well as the Internet;

· Proven experience of filing methods and record management.

Additional assets

· Prior experience in an international or European context;

· Knowledge of EU administrative and financial procedures; 

· Knowledge of a third language;

· Knowledge of HTML;

· Good numerical skills.

Selection procedure
Eligibility of candidates will be assessed according to compliance with all eligibility criteria (formal requirements) by the closing date for the submission of applications. Non-eligible candidates will not be considered further in the selection process. A shortlist of candidates will be established with those candidates who meet the essential criteria and who most closely meet the additional assets. Shortlisted candidates will be invited for written tests and an interview. 

The Selection Board’s work and deliberations are strictly confidential and any contact with the board members is strictly forbidden during the selection procedure.

Please note:
It is intended to hold tests and interviews in 

Thessaloniki, on 30 June and 1 July 2011 (subject to change).

A reserve list will be drawn up by Cedefop. Candidates must obtain a minimum total score of 60% in the written tests and interviews to be proposed for admission to the reserve list.  
The established reserve list may be used to cover needs for short-term replacements in any of the Areas/Services of Cedefop.

The list will be valid until 31/12/2012 and validity may be extended.

Contractual conditions

The terms of employment are those described in the Conditions of employment of other servants of the European Communities (cf. Articles 79 to 119 referring to contract staff).  

The basic monthly salary of a contract agent in Function Group II (grade 4, step 1) before any deductions or allowances is approximately € 1.900.  The salary is subject to a salary weighting (currently 94.8%) but free of national taxation.  In addition, Cedefop offers attractive benefits in line with those of the EU Staff Regulations.

The grade will be determined in the light of the successful applicant’s experience and qualifications.  

The place of employment is Thessaloniki where Cedefop is located.

For any further information on the contractual and working conditions please refer to the Staff Regulations of Officials of the European Communities and the Conditions of Employment of other Servants of the European Communities, which are accessible at the following address:

http://ec.europa.eu/civil_service/docs/toc100_en.pdf
Recruitment will take place under the condition that corresponding budget appropriations are available.

Submission of applications

Applications must be submitted on-line. Applications sent by post, e-mail etc. will not be accepted.

To register and apply, please go to the Job Opportunities section of Cedefop’s website (http://www.cedefop.europa.eu/EN/working-with-us/job-opportunities.aspx), click on the name of the vacancy notice and follow the instructions.
Cedefop highly recommends that you read the “instructions to applicants” before you start filling in your application.

In addition to filling in the application form, you must also attach a detailed curriculum vitae preferably using the European format (https://europass.cedefop.europa.eu/cvonline), copies of diploma and/or certificates and a letter of motivation of not more than two pages.

Applications that are incomplete will be rejected. 

The CV and letter of motivation must be provided in English.


Για περισσότερες πληροφορίες οι ενδιαφερόμενοι μπορούν να αποτείνονται στο Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων, Τμήμα Εργασίας, τηλ.:22 400846.
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