ΚΕΝΗ ΘΕΣΗ ΣΤΟΝ ΟΡΓΑΝΙΣΜΟ EUROPEAN CHEMICALS AGENCY
Το Υπουργείο Εργασίας και Κοινωνικών Ασφαλίσεων γνωστοποιεί ανακοινώσεις του Οργανισμού ¨European Chemicals Agency¨ αναφορικά με την πλήρωση των πιο κάτω κενών θέσεων:
	(1) Vacancy Notice Reference Number: ECHA/CA/III/2012/002

	Deadline For Application:
	26 March 2012 at noon 12:00 Helsinki time 

	Position Title
	Financial/Accounting/Procurement Assistant

	Duty Station
	Helsinki, Finland

	Category & Grade
	FG III


1. THE JOB

PROFILE 1
General Financial Assistants will work in the Financial management team of the Finance Unit, on activities related to budget preparation and implementation, and related matters. These activities include:

· Assisting in the preparation, presentation and follow-up of the budget of the Agency;

· Initiating or verifying financial transactions related to commitment and payment appropriations;

· Creating legal entity and bank account files;

· Assisting in the issuance of forecasts of revenue and recovery orders;

· Following up and updating financial rules of procedure;

· Assisting in the development of reporting for financial and budgetary affairs;

· Assisting in guiding and training staff of operational units in financial matters.

PROFILE 2
Financial Assistants for SME verification will work in the Financial management team and participate in the SME (Small and Medium-sized enterprise) status verification project and related activities, such as:

· Establishing contacts with registrants on issues related to SME status verification;

· Analysing the companies’ status on the basis of their annual accounts, turnover, headcount and ownership structure;

· Liaising with the operational units on issues related to sampling and invoicing;

· Liaising with the legal unit when necessary;

· Drafting and sending letters and e-mails to the registrants;

· Following up the deadlines given to the industry for the submission of supporting documents and other replies;

· Drafting decisions regarding the results of verification of the companies’ size;

· Filing and document management.

PROFILE 3
Accounting Assistants will work in the Accounting team of the Finance Unit, assisting the Accounting Officer in his/her duties. The job may include the following tasks:

· Performing controls and analysing general ledger accounts, accounts payable, accounts receivables and inter-entity accounts;

· Monitoring receivables, including fee income collection, reconciliation and delayed payment procedures, in close cooperation with the operational units;

· Executing accounting transactions in SAP;

· Handling bank reconciliation;

· Assisting in the collection of recovery orders and VAT claims;

· Assisting with the closure of the accounts and the drawing up of the financial statements;

· Assisting with the implementation and validation of accounting and financial systems.

PROFILE 4
Procurement Assistants will work in the Procurement team of the Finance Unit, on activities related to public procurement and related matters. These activities include:

· Coordinating tendering and contracting procedures in the Agency, inter alia by helping defining terms of reference or by supporting the preparation of calls for tender, including evaluation methodology;

· Supervising and managing selection and evaluation processes, ensuring their compliance with applicable regulations and rules;

· Advising contract managers on the monitoring and assessment of contract performance (compliance with terms and conditions, deadlines, expenditure);

· Ensuring appropriateness of contract expenditure control and advising responsible contract managers accordingly;

· Assisting in the negotiation of contracts and the follow-up negotiation of retained proposals for concluding contracts;

· Ensuring that rules and procedures in the Agency are in line with best practice in similar Agencies and the Commission;

· Establishing and maintaining contact and close co-operation with the Finnish governmental procurement agency (Hansel).
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 Union 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 duties4;

· Be physically fit to perform your duties5;

· Have a thorough knowledge of one of the official languages of the European Union 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

a) Successful completion of post-secondary level education attested by a diploma.

Or

b) Successful completion of secondary education giving access to post-secondary education and appropriate professional experience6 of at least three (3) years.

In addition, you must have a minimum of three (3) years’ professional experience attained after the fulfilment of the requirements in a) or b) above, related to the tasks described in the profiles 1-4 above.
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 formal requirements set out in section 2, you will be assessed on the basis of the following selection criteria. The candidates who are judged to be the most suitable on the basis of the selection criteria will be invited to an interview.

· Your academic and professional qualifications and their relevance to the main areas of work listed in section 1;

· Your professional experience: the range of fields covered; the type and level of work done and its relevance to the areas of work listed in section 1;

The following will be considered as assets:

· Certificates in finance, accounting and procurement.

· Professional experience gained in a European Institution/Agency or an International Organisation and/or abroad.

· Professional user of Excel, accounting, finance software packages.
4. INTERVIEW 

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.

You will be required to bring with you originals and copies, or officially certified copies, of the documents listed in the invitation letter.

If, at any stage in the procedure, it is established that the information in your application form is incorrect, you will be disqualified from the selection.
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 required for the profile.

The above-mentioned components can be combined.

In the interview, in addition to the requirements under Chapter 3 – Selection Criteria, you will be assessed on the basis of the following:

· Knowledge of the various tasks listed in section 1 “THE JOB” above;

· Basic understanding of the role and aims of ECHA in relation to the REACH and Biocides legislations.

· Interpersonal skills and aptitude for teamwork in a multicultural environment;

· Ability to take responsibility for specific areas of work and see them through to completion ensuring that the deadlines are met;

· Ability to communicate effectively in English.
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 imply any entitlement to employment in the Agency. 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_cms/echa-ca-2012-002.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;

· Apply for only one profile and indicate the selected profile clearly in the section 17 of 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
	(2) Vacancy Notice Reference Number: ECHA/TA/2012/005

	Deadline For Application:
	26 March 2012 at noon 12:00 Helsinki time 

	Position Title
	Human Resources Officer (M/F)

	Duty Station
	Helsinki, Finland

	Category & Grade
	AD8


1. THE JOB

Reporting to the Head of Unit – Human Resources, the HR Officer will act as a Team Leader in one of the functional areas of the Unit. In this role, (s)he will have team supervisory responsibilities and will assist the Head of Unit – Human Resources in one, or more, of the areas of competence, in achieving the Unit objectives within the context of ECHA’s overall mission. In particular, (s)he will:

· Provide the Head of Unit – Human Resources and ECHA’s management team with timely and appropriate information and advice on human resources management;

· Assist in the co-ordination of the analysis and definition of the Agency’s staffing needs, and planning, monitoring and reporting on the execution of the Agency’s staffing plan;

· Ensure timely recruitment of suitably qualified staff, in accordance with EU rules and standards;

· Ensure an appropriate framework of rules and regulations, personnel policies and policy instruments, in alignment with ECHA’s strategic plan and requirements

· Foster the continuous professional and personal development of staff in line with the competences and skills required by ECHA and, also, staff professional and personal development goals;

· Devise and implement key learning and development initiatives (for example, mentoring, coaching, career progression, graduate programs, etc);

· Ensure timely payment of staff salaries and allowances, and sound financial management of the Agency’s HR related budget;

· Ensure smooth communications and liaison with the Agency staff, and the Staff Committee, on HR matters;

· Promote the social welfare of staff and their families, in particular in the areas of health care and education;
· Supervise the team by allocating tasks and targets, managing performance, identifying potential for career development, identifying learning and development needs, providing appropriate learning activities and support and foster career development;

· Perform any other related activities.

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 Union, or a national of the European Economic Area (Iceland, Liechtenstein, Norway)1;

· Enjoy your full rights as a citizen;

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

· Submit 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 languages of the European Union2 and a satisfactory knowledge of another language to the extent necessary to perform your duties.
2.2 Minimum Qualifications

a) Successful completion of a full course of university studies attested by degree, where the normal duration of university education is four (4) years or more;

or,

b) Successful completion of a full course of university studies attested by degree, where the normal duration of university education is three (3) years.
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.
To qualify for this profile you must have, at the closing date for applications, a total professional experience of at least nine (9) years, on the basis of 2.2 a), or at least ten (10) years, on the basis of 2.2 b), acquired after achieving the minimum qualification stated in 2.2 a) or b).

Of the total professional experience required, you must have five (5) years of relevant professional experience in a field, or fields, belonging to human resource management.
3. SELECTION CRITERIA

If you meet the formal requirements set out in section 2, you will be assessed on the basis of the following selection criteria. The candidates who are judged to be the most suitable, on the basis of the selection criteria, will be invited to an interview.

· Your academic and professional qualifications and their relevance to the main areas of work listed in section 1;

· Your professional experience: the range of fields covered; the type, and level, of work performed and its relevance to the areas of work listed in section 1;

· Your supervisory experience.
The following will be considered as assets:

· Experience of strategic and operational HR management, in particular in an EU institution or Agency;

· Experience of working abroad and/or in an international/multicultural environment;

· Post-graduate studies in Human Resources Management/ Organisational Development.

4. INTERVIEW 

If selected for interview, you will be assessed on the basis of the following criteria:

· Knowledge and understanding of human resource management; specifically in strategic and operational HR management, learning and development and people management;

· Knowledge of HR regulations, policies and policy instruments in public administrations (specifically also in an EU institution or body);

· Knowledge of the range of human resources activities, as listed in section 1 ”THE JOB” above;

· Knowledge of the role and tasks of ECHA, and its place in the EU institutional framework;

· Negotiation, problem-solving and conflict-resolution skills;

· Ability to communicate clearly at all organisational levels in spoken and written English;

· Supervisory capacity and aptitude for working in a team environment; and

· Aptitude for working in a multicultural and multilingual environment.

Your ability to communicate in written English and knowledge and competencies related to the job will be assessed by practical tests.
5. PLACEMENT ON THE RESERVE LIST

The candidates who are considered to be the most suitable, on the basis of the criteria listed in sections 3, 4 and 5 above, will be placed on the reserve list. The indicative number of candidates to be place on the reserve list is three (3). Successful candidates may be offered a post in ECHA according to their qualifications, experience and expertise in relation to the specific requirements of the post.
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_cms/echa-ca-2012-002.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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