Delegation of the European Union to Montenegro
Post:


Local Staff
Grade:

Group I



Post Number:

47890 
Section:

POLITICAL/EUROPEAN INTEGRATION/TRADE
Start Date:

1 July 2014
Job title:

Press officer
Job title suffix: 
Information and Communication
Press and Media Officer 
I) Job definition: To manage and carry out, in coordination with the Head of Delegation and under the supervision of the Head of Political Section, Press & Information activities of the Delegation. To assist the Head of the Political Section and the Head of Delegation in co-ordinating information and communication activities of the Delegation.
To back up and replace colleagues when required.

II) Functions and duties:

1) Press Relations: 
· Overall monitoring and analysis of media coverage. 

· Establishing and maintaining good relations with journalists and editors.
· Coordination of EUD public relations activities

· Organisation of press conferences.

· Production and dispatch of press releases, articles of Commissioners, etc.

· Organisation of interviews.

· Proof reading and, when needed, coordinating draft speeches/messages for HoD and other officials of the Delegation.

· Provision of background briefing for journalists.

2) Management of Information Work Programme:
· Overall implementation and budgetary monitoring of the Information Work Programme: tenders, contracts, payments and reports.

· Liaison with HQ information services.

· Planning of future Information Work Programmes and related procurement activities.
· Produce daily contribution for DG Enlargement morning press briefing

· Coordination and supervision of the EU Info Centre, including management of the Delegation's website and social media sites

3) Coordination with main EU and external interlocutors:
· Ministry of Foreign Affairs and European Integration Information department of Montenegro.

· EU MS embassies.

· Assist, when needed, in the communication flow of information with ME stakeholders 

4) Other press & information activities:
· Drafting of media-related and other notes to HQ.

· Preparation and distribution of an electronic news update on a daily basis and/or procurement activities for provision of news services by external contractor.

· Co-ordination activities related to regional information programmes.

· Participation in organisation of visits from HQ.

· Drafting of various letters upon request of HoD and HoS.

· Maintenance of a photo bank.

5) SAA and Accession Negotiations Reporting:

· Follow up and report on media legislation and freedom of expression in the context of the Political Criteria and Chapter 23 - Judiciary and Fundamental Rights.

· Follow up and report on Chapter 10 Information Society and Media.
6) Support to institutional relations and political analysis

· Liaising, when needed, with ME institutions and political stakeholders

· Contribute to the EUD political analysis and reporting
III) Job requirements

1) Education
Formal education which corresponds to completed university studies of at least four years’ duration attested by a diploma or degree preferably in one of the following areas: journalism, political / social sciences or law. 
Secondary education followed by 5 years of proven professional experience in similar functions may replace a university diploma.

2) Professional experience

Professional experience pertinent to the duties to be carried out of at least three years after achieving the minimum education level referred to in 3(a) above or an educational level sufficient to replace such proven experience.

Experience in European Integration is highly appreciated.
3) Skills
Languages

· Thorough knowledge of the local language.

· Thorough knowledge of English.
·  The knowledge of a second Community language is highly appreciated.

Personal qualities

· Flexibility, initiative, capacity to work under pressure and to respond quickly to demands;
· Capacity to analyze, synthesise and present information, sometimes to short deadlines;
Good English language drafting skills;

· Commitment to quality and accuracy;
· The ability to co-ordinate well with a range of partners;

· Responsibility and discretion;
· Capacity to follow  rules and procedures;
· Commitment to public service and team spirit.
Legal requirements

· Montenegrin nationality. If the applicant does not have Montenegrin nationality she/he must be resident in the Republic of Montenegro and have a working permit. 
