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Terms of Reference

Junior Non-Key Experts
1. Background

The EU Info Centre is a project contracted by the EU delegation is Serbia, with the Republic of Serbia as a Beneficiary, implemented by a Consortium led by Particip GmbH. The overall objective of the project is to inform and communicate about the European Union to the citizens of Serbia in order to achieve a high level knowledge of the EU accession process and a high level of visibility of EU activities in Serbia.
In order to implement successfully the project, a team of two full-time key experts and of several specialized “Non Key” experts has been established, as follows:

· Key expert 1: Team Leader  (Senior expert)
· Key expert 2: PR/Event manager   (Senior expert)
· Non-Key expert 1: Public Information Officer (Junior expert)
· Non-key expert 2: EUIC Public Space Officer (Junior expert)
· Non-key expert 3: Webmaster (Junior expert)
· Non-key expert 4: Social media officer (Junior expert)
· Non-key expert 5: Web editor (Senior expert)

In addition to the main team, 2 NKEs have been contracted for specific short term assignments (senior expert Olivera Milos Todorovic for 20 Senior NKE days; and junior expert Beti Bilandzic for 10 Junior NKE days).
In the current status of the project implementation the need for engagement of two additional NKEs (Junior Key Experts) has arisen.  
These Terms of Reference stipulations are related to the new Junior Non-Key Expert 1 and Junior Non-Key Expert 2 (JNKE1 and JNKE2) positions.
2. Overall objective, project purpose and expected results
2.1. Overall objective

The overall objective of the project is to inform and communicate about the European Union to the citizens of Serbia in order to achieve high level of knowledge of the EU accession process, and a high level of visibility of EU activities in Serbia.
2.2. Project purpose 

· to assist and strategically support/advise the EU Delegation and the Serbian government in successfully implementing its respective information and communication strategies; 

· To effectively and efficiently manage and operate the EU Information Centre in Belgrade and all related information activities;
· To support EU related events and networks that will create maximum impact in terms of EU visibility in Serbia and foster public debate on the EU;
· To increase the knowledge about the importance, volume and concrete projects and success stories of the EU support to Serbia.
2.3 Expected results: 

· Improvement of the visibility of the EU and its assistance to Serbia;

· Increased understanding of the EU and Serbia’s EU integration among the public;

· Organization of attractive events and activities which will attract a high number of visitors;

· Functioning of the EU Info Centre;

· Support the EUD in implementing its communication and information strategy/activities through different information tools.  
3. JNKE1, JNKE2 : Scope of work 
Under the guidance of the Team Leader, and in coordination with the EUD Communication officer and EUD Media and Information officer, JNKE1 and JNKE2 will be responsible for organizing, coordinating and implementing public events and campaigns envisaged under the contract Project EuropeAid /132198/C /SER/ RS-2012/297-281, at the EUIC Public Space but also on other locations in Belgrade and throughout Serbia. “Campaigns” and “events” as defined by this ToR should be understood as large scale public awareness campaigns and events, visit to the regions, lectures, debates, press conferences, networking events, conferences, open air cultural/sports events, prize awarding ceremonies, other. 
4. JNKE1,  JNKE2: Specific activities

JNKE 1 will be primarily, although not exclusively, involved in implementation of the projects from the EUD Communication officer portfolio, more specifically in implementation of the visit to Zrenjanin (TA), FEFA conference (8 May), Europe Day/Subotica event (16 May), Green Month and Clean Energy projects in June 2014, Youth Education Committee debates (June or September 2014), and the European Mobility Week in September 2014 (including preparatory activities in, respectively, April, May and August 2014). 
JNKE 2 will more specifically work on launch of EU competition for journalists’ project, on implementation of Heads and Deputy Heads of EU Member State Missions’ visits to the regions  (Bac, Subotica or Apatin, Pozarevac, Veliko Gradisce, Kladovo), on Europe Day Reception in Belgrade and Europe Day events in the regions (Knjazevac, Zajecar), in a close cooperation with the EUD Media and Information officer.
Aside of these specific activities, JNKE1 and JNKE2 will take other responsibilities as well, if assigned to them by the Team Leader.   

JNKE1 and JNKE2 will provide feedback on each event to the Delegation providing an objective overview with indicators of participation and media coverage.
5. Logistics and timing :

The operational base of this assignment is Belgrade, and on request, Serbia. 

The assignment is expected to commence in May 2014 and be completed by July 9, 2015. It will comprise up of at least 100 cumulative days for all advertised positions, subject to further review of available resources against actual needs.

6. Requirements

Please note that Civil servants and other staff of the public administration of Serbia cannot be recruited as experts, unless prior written approval has been obtained from the EU Delegation to the Republic of Serbia.

7. Profile of Junior Non-Key Expert :

S/he is expected to have experience in working with different target groups and/or multipliers (civil society, media, academia, government, business, other) in Serbia. S/he must have knowledge of all logistical requirements and practical aspects of promotional campaigns, ranging from the organisation, acquisition of all necessary permits and licenses in case of outdoor events, coordination of all parties involved in the execution from team members to outside support staff or especially contracted personnel. 

When required s/he will be expected to perform his/her duties during weekends and holidays.  S/he must be able to work under time pressure and within short deadline.
Qualification and skills

· Excellent organisation, analytical and communication skills, computer and web literacy, excellent ability to team work under tight deadlines, proficiency in report drafting;
· Perfect command of written and spoken Serbian is a pre-condition. Proficiency in English is a precondition for the post. Knowledge of another EU language an asset;
· University degree in relevant area (communication, PR, media, management), or 5 years work experience in the relevant field. 
Specific professional experience

· S/he must have been actively involved in implementation of a minimum 2, preferably 3 larger scale communication events aimed at general public (marketing campaigns, public awareness campaigns, public events, issue/policy advocacy, other) over the last 5 years;
· Previous experience in organising visibility communication events of EU funded projects, EU institutions or local  prominent institutions promoting European integration process in Serbia will be considered an asset; 

·  Experience of working with media and civil society in Serbia and experience in media promotion is a requirement which must be explicitly indicated in the CV.
8. Reporting requirements

S/he contributes to the monthly, Interim and Final Reports as well as Handover at the end of the contract with reporting of general and specific activities listed in the present Scope of work section.

9. Reporting Line:

The Non-key expert directly reports to the project’s Team Leader. 
10. Application and deadlines:

Candidates should send their EU format CV with support documents (copies of employers statements and diplomas) and a cover letter of motivation to office@euinfo.rs before 21st April 2014, 24.00 (CET). Only shortlisted candidates will be contacted to be assessed through interviews.  

[image: image2.jpg]EU Info centar
Makedonska 22
11000 Beograd, Srbija
Tel: +381 11 3221 996
Email: info@euinfo.rs
Web: www.euinfo.rs






[image: image2.jpg]