 Position Announcement
VLIZ invites applications for the position of an

[image: image1.jpg]LIBOPEAN _ FYYVITY:
CIENCE
=—aunNDATION | EReZY3Y



Administrator

Marine Board Secretariat

Location – Oostende (Belgium)

Mission & Success Factors of the Position

In supporting the Marine Board Executive Secretary and  Secretariat to fulfill the objectives of the Marine Board, the position provides organisational and efficient administrative assistance to the Secretariat, in accordance with the objectives and activities of the Marine Board.

The candidate should demonstrate abilities to:

· provide optimal administrative support to the day-to-day administration of science policy and strategy activities by supporting staff of the Secretariat 

· provide budgetary and expenditure monitoring of these activities

· provide support for information and communication activities.

Profile and Competences required

The successful jobholder should demonstrate the following competences: 

Specific competences

· Degree or equivalent administrative/secretarial qualifications;

· Proven administrative experience and knowledge of office procedures, in the organisation of meetings and travel;

· High standard of spoken and written English together with a high standard of spoken and written French or another European language;

· Good practical working knowledge of MS Office systems (especially MS Word, Access, Excel, PowerPoint and Web tools);

· Knowledge of financial and budgetary control systems.

Inter-personal competences:

· Task-orientated, responsible and autonomous, and continuously improvement-minded;

· Strong inter-personal and communication qualities within a multi-national context, including discretion, diplomacy and tolerance;

· Transparency in working and a team-orientated work ethic 

· Commitment to deliver on allocated tasks and respond in a timely manner to deadlines;

· Commitment to “customer care” with colleagues throughout the organisation and to ensuring external customer satisfaction;

· Positive and constructive attitude;
· Capable of demonstrating the ESF’s values: Excellence, Openness, Responsiveness, Pan-European approach, Ethical Awareness and Human Values.
Employment conditions

· The full time position is offered until 31 December 2009, preferably starting 15 September 2007.

· The place of work is the Marine Board Secretariat in Oostende (Belgium).

· The formal employer will be the Flanders Marine Institute (VLIZ); employment conditions and salary scales of the Flemish Scientific Institutes will apply.

Please send your application by 9 July 2007 to dr Jan Mees, Director VLIZ, Flanders Marine Institute, Wandelaarkaai 7, B-8400 Oostende, Belgium, or to jan.mees@vliz.be, quoting the following reference identifier MB-ADMIN.

Interviews will be held in Oostende on 13 August 2007.
This position will involve:

· Organising workshops, Science Committees and Science policy activities, optimal and cost effective meetings and scientific events, including travel arrangements.  This will be done through advance planning and may include logistical on-site support;  

· Ensuring high quality documentation for meetings is provided in an appropriate form and in a timely manner. Documentation will include draft agendas and supporting papers and action sheets and minutes as necessary;

· Ensuring the follow up to actions as necessary;

· Acting as a contact point for scientists involved in Marine Board activities;

· Undertaking appropriate financial and budgetary control in line with ESF Financial Rules, including Delegated Financial Authority. Verifying and controlling invoices and claims for expenses and providing relevant information to the Administration and Finance Unit (DAF) so as to allow for the timely and regular presentation of financial reports and, as appropriate, within the terms of contractual agreements;

· Maintaining and updating relevant Web pages and providing relevant information to the ESF Communications Unit;

· Entering and updating relevant data into ESF information systems, in compliance with ESF Procedural Rules;

· Making optimal and cost effective travel arrangements as requested;

· Undertaking other administrative duties as necessary and at the request of the ESF Management, normally through the Head of Unit.
