ΚΕΝΕΣ ΘΕΣΕΙΣ ΣΤΙΣ ΣΥΝΔΥΑΣΜΕΝΕΣ ΑΡΧΕΣ ΠΟΛΙΤΙΚΗΣ ΑΕΡΟΠΟΡΙΑΣ
(JOINT AVIATION AUTHORITIES)

Το Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων γνωστοποιεί ανακοίνωση των ΣΥΝΔΥΑΣΜΕΝΩΝ ΑΡΧΩΝ ΠΟΛΙΤΙΚΗΣ ΑΕΡΟΠΟΡΙΑΣ  αναφορικά με την πλήρωση των ακόλουθων (3)  κενών θέσεων:

(1)  POST TITLE: Licensing Sectorial Team Co-ordinator
DEADLINE FOR APPLICATIONS: 25 August 2006.
DUTY STATION: Cologne, Germany.
Job Description

The primary function of the JAA Liaison Office (LO) Licensing Sectorial Team Co-ordinator is to manage the JAA’s Flight Crew Licensing rulemaking programme within the JAA-LO, to develop, promote and monitor the relevant JAR regulations and procedures to ensure their appropriate implementation and common application is achieved and maintained in all JAA Member States.

Professional and Personal Requirements

Applicants for this position should be able to offer the following:

1. Significant experience in the fields of licensing regulation, policy and supervision;

2. Comprehensive knowledge and experience of civil aviation;

3. Ability to write concise and clear reports, assess arguments objectively and propose solutions;

4. Open mind, sense of diplomacy, patience, enthusiasm, determination and willingness to work in an international environment;

5. Preferably holding a university degree or equivalent level of knowledge;

6. Flexible approach with a willingness to be creative and accept change within an international environment;

7. Good organisational skills;

8. Ability to communicate clearly and diplomatically with colleagues at all levels in the JAA Member States, EASA and Industry;

9. Two languages:

- Fluency in English, this being the dominant working language;
and

- At least a reasonable standard in the language of one of the JAA Member States other than English;

(2) POST TITLE: SECRETARY
DEADLINE FOR APPLICATIONS: 25 August 2006.
DUTY STATION: Cologne, Germany.
Job Description

1. Provide secretarial support to the Chief Executive;

2. Daily secretarial duties in co-operation with the General Administrative Assistant;

3. Preparation of files for and taking minutes of meetings;

4. Maintaining and updating member working group websites;

5. Creating and maintaining various data bases (Microsoft Access);

6. Preparing presentations;

7. Assist in matters related to meetings of the JAA T Governing Bodies;

8. Handling and registration of external & internal mail/email correspondence for the Chief Executive;

9. Act as a back-up with the co-ordination of travel arrangements and/or hotel arrangements;

10. Co-ordinate and implement changes to the JAA Website;

11. Filing of correspondence for the Chief Executive;

12. Ensuring optimal co-ordination within the Chief Executive and other Directors/Assistants;

13. Answering/screening of incoming calls/making calls for the Chief Executive as directed;

14. Perform any other related duties, as required or in the absence of the General Administrative Assistant.

Professional and Personal Requirements

Applicants for this position should be able to offer the following:

1. Excellent secretarial skills (Director level), experience with different software packages: Microsoft Office (Word, Powerpoint and Access); Lotus Notes;

2. Familiarity with other IT systems is an advantage;

3. Extensive experience with liaising at a senior level (Board level);

4. Ability to exercise confidentiality at senior level is required.

5. Native English, this being the dominant working language; knowledge of other languages an asset;

6. Excellent organisational skills;

7. Ability to work under pressure, to prioritise and to meet deadlines;

8. Flexible approach with a willingness to be creative and accept change within an evolving organisation and evolving requirements;

9. Good communication skills within an international environment.
(3) POST TITLE: GENERAL ADMINISTRATIVE ASSISTANT
DEADLINE FOR APPLICATIONS: 25 August 2006.
DUTY STATION: Cologne, Germany.
Job Description

1. Provide general administrative support where necessary within the JAA Liaison Office (LO);

2. Answering/screening of incoming calls/making calls as directed etc;

3. Input of data into various data bases (Microsoft Access);

4. Assist with the preparation of presentations where needed;

5. Handling and registration of external & internal mail/email correspondence;

6. Co-ordinating travel arrangements and/or hotel arrangements;

7. Filing of correspondence;

8. Upkeep of LO staff diaries;

9. Maintain contacts with EASA facility management;

10. Perform any other related duties, as required or in the absence of the Secretary.

11. Full replacement of the Secretary if she/he is absent.

Professional and Personal Requirements

Applicants for this position should be able to offer the following:

1. Experience with different software packages: Microsoft Office (Word, Powerpoint and Access); Lotus Notes;

2. Familiarity with IT systems is an advantage;

3. Must have a high level of English, this being the dominant working language; knowledge of other languages an asset;

4. Excellent organisational skills;

5. Ability to work under pressure, to prioritise and to meet deadlines;

6. Flexible approach with a willingness to be creative and accept change within an evolving organisation and evolving requirements;

Οι ενδιαφερόμενοι, για οποιαδήποτε από τις ανωτέρω θέσεις, μπορούν να αποστείλουν την αίτησή τους, στην πιο κάτω διεύθυνση:
Central JAA

Postbus 3000

2130 KA Hoofddorp

The Netherlands

Attention: Ms Marlene Mellema

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