ΚΕΝΗ ΘΕΣΗ ΣΤΟΝ ΟΡΓΑΝΙΣΜΟ EUROPEAN CHEMICALS AGENCY
Το Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων γνωστοποιεί ανακοίνωση του Οργανισμού ¨European Chemicals Agency¨ αναφορικά με την πλήρωση κενής θέσης:
	Vacancy Notice Reference Number: ECHA/CA/III/2011/001

	Deadline For Application:
	6 June 2011 at noon 12:00 Helsinki time 

	Position Title
	ICT Helpdesk Officer

	Duty Station
	Helsinki, Finland

	Category & Grade
	FG III


1. THE JOB

ICT Helpdesk Officer will be a member of the ICT Helpdesk Team.

As ICT Helpdesk Officer he/she will act as the internal support for ECHA staff in IT issues, receiving and logging calls and performing analysis and troubleshooting of incidents. She/he will be required to provide solutions and advice to the users or escalate incidents to the appropriate team.

The job may include one or more of the following tasks:

· Resolving incidents as first line support in (mostly) Microsoft Windows and Office environment;

· Setup and maintenance of office automation environments (installation of workstations, printers, telephones and other peripherals, network patching);

· Supporting the logistics aspects of ICT related activities (receiving deliveries, moving of ICT assets, etc.);

· Supporting the activities related to the annual inventory of ICT assets;

· Ensuring the encoding of incoming incidents at ICT Helpdesk and assigning them to relevant group in collaboration with the other members of the team;

· Assisting to incident management according to the Remedy functionalities and classification by applying best practice methodology to incident management, thus ensuring high levels of quality in terms of content and drafting as well as timeliness;

· Contributing to the further development and improvement of the ICT helpdesk IT tools as to the classification system of questions enabling an appropriate knowledge management;

· Performing other duties as required.
2. FORMAL REQUIREMENTS

You must fulfill the requirements set out below.

2.1 General conditions

Be a national of a Member State of the European Union2 or a national of the European Economic Area (Iceland, Liechtenstein, Norway);

- Enjoy your full rights as a citizen;

- Have fulfilled any obligations imposed by the laws concerning military service;

- Produce the appropriate character references as to your suitability for the performance of your duties;

- Be physically fit to perform your duties;

- Have a thorough knowledge of one of the official languages of the European Union5 and a satisfactory knowledge of another official language of the European Union to the extent necessary for the performance of your duties.

As the predominant language of internal communication in the Agency is English, ability to communicate in that language is an assessment criterion in all profiles.
2.2 Minimum Qualifications

Successful completion of post-secondary level education attested by a diploma in IT related disciplines and appropriate professional experience of at least twelve (12) months;

Or

b) Successful completion of secondary education giving access to post-secondary education and appropriate professional experience of at least eighteen (18) months.

Only qualifications issued by EU Member State authorities or EEA authorities and qualifications recognized as equivalent by the relevant EU or EEA Member State authorities will be accepted.
3. SELECTION CRITERIA
If you meet the eligibility criteria set out in Section 2, you will be assessed on the basis of the following essential requirements:

· Your academic and professional qualifications and their relevance to the tasks listed in Section 1 “JOB DESCRIPTION” above;

Assets:

· Experience in users-support environment, preferably helpdesk;

· Work experience with commercial service management tools (e.g. Remedy ticketing system) and ITIL practices;

· Previous work experience in providing support on Windows XP operating system or later;

· Previous work experience in providing support on MS Office applications (Outlook, Word, Excel, PowerPoint, etc.);

· Previous work experience with LANDesk;

· Experience in an international/multicultural environment;

· Professional experience gained in a European Institution/Agency or International Organisation and/or abroad.
4. INTERVIEW AND WRITTEN TESTS

If you are invited to attend an interview, details of the time, date and address of the interview will be communicated to you by e-mail, via an invitation letter.  
Candidates will be required to undergo written tests at the time of the interview, in accordance with the level and profile of the position advertised. The written tests shall consist of the following components:

· Language abilities to the extent necessary for the performance of duties;

· Specific competencies with reference to their profiles.

The above-mentioned components can be combined.

In the interview, in addition to the requirements under Selection Criteria, you will be assessed on the basis of the following core skills:

· Basic understanding of the role and aims of ECHA

· Ability to work as ICT Helpdesk Officer in a Microsoft Windows and Office environment;

· Familiarity with issue tracking tools based on tickets;

· Ability to communicate effectively in written and spoken English;

· Ability to work well with others, as well as independently;

· Ability to work under conditions that require considerable flexibility.
5. PLACEMENT ON THE RESERVE LIST

Successful candidates will be placed on the Reserve List adopted by the Executive Director. Candidates placed on Reserve List may be recruited as Contract Agents, pursuant to Article 3 a) of the Conditions of Employment of Other Servants of the European Communities, subject to availability of posts and budgetary resources.

Candidates should note that inclusion in the Reserve List does not guarantee recruitment. The Reserve List may be used for future recruitment, should similar vacancies arise.
HOW TO APPLY

All interested candidates are invited to apply, by filling in the Application Form which you can find at the following web address:

https://comments.echa.europa.eu/comments/ECHA-CA-2011-001.aspx

Candidates are required to attach the ECHA CV

http://echa.europa.eu/doc/opportunities/jobs/echa_cv.doc to their application form.

NB: FAILURE TO USE THE ECHA CV WHEN SUBMITTING YOUR APPLICATION WILL LEAD TO EXCLUSION FROM THE PROCEDURE.

In order to be considered, applications must:

· Be submitted online;

· Be received by the closing date for submission;

· Include the ECHA CV.
For the Guide for applicants and the Application form, go to the Job Opportunities section of the ECHA’s website at the following URL:

http://echa.europa.eu/opportunities/positions_en.asp
Για περισσότερες πληροφορίες οι ενδιαφερόμενοι μπορούν να αποτείνονται στο Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων, Τμήμα Εργασίας, τηλ.:22 400846.
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