
1. Personal details
	Family Name
	     
	Given name
	     

	Address
	Street / Number:

     
District / Town / City:
 
     
Country:
 
     

	Telephone 
	     
	e-mail address
	     

	Telephone (cell)
	     
	Date of Birth
	     

	Nationality (Passport)
	     
	Gender
	     


2. Employment History (starting with current or most recent employment)
	Organisation & Address
	Job Title or Area of Responsibility
	Date

	
	
	From
	To

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


3. Education
	School/University
	Qualification awarded
	Year

awarded
	Subjects studied

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


4. Administrative and organisational experience
	a) Organising committee meetings, workshops and conferences

Outline your experience in this area, indicating your role, level of responsibility, employer, dates.
(Recommended 300 words max)
     

	

	b) Experience of preparing minutes, reports and documentation for meetings
Outline your experience in this area, indicating your role, level of responsibility, employer, dates.
(Recommended 300 words max)
     

	c) Preparing information for the media
Do you have experience of preparing press releases and statements?  If so, please describe. (Recommended 300 words max)
     

	d) Financial administration

Outline your experience in this area, indicating your role, level of responsibility, employer and dates.

(Please limit your answer to 300 words maximum)
     

	e) Computer skills

Please indicate your level of competency in the following computer applications 
1 = Fully competent; 
2 = Good knowledge;
3 = Basic knowledge
4 = None
Microsoft Word
     
Other applications
MS Excel
     
     
     
MS PowerPoint
     
     
     
Databases
     
     
     



5. Specialised knowledge
	a) Bilateral and/or regional free trade agreements in Central South East Europe

Describe how you have developed your knowledge of bilateral and/or regional free trade agreements.
(Recommended 300 words max)

     

	b) Administrative and reporting procedures of multilateral and bilateral donors

Outline your experience of working on projects funded by multilateral and bilateral donors.  Indicate your role and responsibilities. (Recommended 300 words max)
     

	c) Languages

Mother tongue
     
Other languages



 (Fluent = 1;  Very Good = 2;  Good = 3;  Basic = 4)

Language

Understanding

Speaking

Reading

Writing

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     



6. Other Information

	Please provide other information about your skills and knowledge that you consider relevant to your application, if not described above. (Recommended max 300 words)
     


7. Availability

	When would you be available to take up the position of Executive Assistant, CEFTA Secretariat, if offered the position?
     


	NAME:
	     
	DATE:
	     


Application Form – Executive Assistant, CEFTA Secretariat
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