CEFTA 2006 Secretariat

Terms of Reference:    Executive Assistant, CEFTA Secretariat 

The Secretariat of the Central European Free Trade Agreement (CEFTA 2006) will be established in Brussels, Belgium, in early 2008 in accordance with Article 40.2 of Annex 1 to the Agreement on Amendment of and Accession to the Central European Free Trade Agreement, signed at Bucharest on 19 December 2006.  

The Signatory Parties to CEFTA 2006 are Albania, Bosnia and Herzegovina, Croatia, Macedonia, Moldova, Montenegro, Serbia and the United Nations Interim Administration Mission in Kosovo (UNMIK) on behalf of Kosovo in accordance with United Nations Security Council Resolution 1244.   

The purpose of the Secretariat is to provide support to the Joint Committee of CEFTA 2006, including its appropriate bodies, in accordance with the Mandate of the Secretariat adopted by the Joint Committee on 28 September 2008. To date the Joint Committee has established three sub-committees dealing with agriculture, customs co-operation and non-tariff barriers respectively. The staff of the Secretariat will be selected by Selection Committee established by the Joint Committee of CEFTA.  All staff will be recruited through open competition.  All staff must possess the ability to work independently and with impartiality towards all Parties to the Agreement.

1. Outline of the Position

The role of the Executive Assistant is to provide administrative support to the staff and activities of the Secretariat and to the Joint Committee and Chair in office as appropriate.  For his/her work the Executive Assistant will be responsible to the Director of the Secretariat.

2. Background 

With entry into force of the Agreement, responsibility for managing trade relations among the Signatory Parties will be transferred from the Trade Working Group of the Stability Pact to the institutions of CEFTA 2006.  The governing body of CEFTA is the Joint Committee, which meets at least annually at Ministerial level. Relevant institutions are the sub-committees and other bodies, which the Joint Committee has set up or may set up in the future.  

The transfer of responsibilities from the Trade Working Group to CEFTA will take place successively during a transition period, which started with the first Joint Committee meeting of CEFTA 2006 on 28 September 2007 and will last until 1 March 2008, by which date the CEFTA Secretariat is to have been established and staffed.  In order to ensure that the Secretariat is operational by 1 March 2008, the Secretariat of the Trade Working Group and subsequently the Stability Pact office, will assist the Joint Committee and the Chair in Office. During the transition period, they will facilitate follow-up on the decisions taken at the 1st Joint Committee meeting in Ohrid on 28 September, such as concluding a headquarters agreement with the Belgian authorities and recruiting and selecting staff for the CEFTA Secretariat.  A special Selection Committee established by the Joint Committee on 28 September will solicit applications for staff positions in the Secretariat and select candidates starting with the Director.
3. Tasks and Objectives of the Positions

The Executive Assistant will provide full administrative support to the CEFTA Secretariat under the direct supervision of the Director.

His/her tasks include: 

· Support the Director of the Secretariat; 

· Assist technical experts in providing technical, administrative and professional assistance to the Joint Committee, Chair in office and Chairs of the sub-committees;

· Ensure the application of the Secretariat’s administrative policies and procedures;

· Liaise with Secretariat staff, CEFTA parties and the international community  on all administrative  issues;

· Prepare and circulate background documentation and technical papers;

· Organise all meetings of the Joint Committee and its bodies;

· Prepare administration documents and materials for all meetings;

· Circulate minutes of all meetings;

· Provide assistance with travel, visas and accommodation in connection with meetings as appropriate;

· Facilitate exchange  of information on regional trade related projects/initiatives;

· Prepare  information for media;

· Provide administrative and logistical support for regional trade related donor-funded activities;

· Assume any other related tasks as requested by the Director.

4. Key Requirements

These include:

· A minimum of 5 years of professional experience in a related area, preferably in an international environment and as part of a project management team;

· Experience of bilateral and/or regional free trade agreements in Central or South Eastern European context; experience of CEFTA would be an advantage;

· Knowledge of administrative and financial donor procedures;

· Experience with government relations in a multilateral environment;

· Strong ability to work in a methodical and systematic manner according to agreed procedures;

· Able to work both independently and as part of a team in a multicultural environment;

· Fluency in oral and written English. Knowledge of SEE languages and other EU languages an asset;

· Fully computer literate. 
5. Reporting

The Executive Assistant will report directly to the Director of the Secretariat.   

6. Location/Contract

The holder of the position of Executive Assistant will be based in the CEFTA Secretariat in Brussels.  The contract will be for two years, with the possibility for a one-year renewal, and according to public sector standards (probation period of six months). 

Preference will be given to candidates from South Eastern Europe.

The Secretariat is an equal opportunities employer.
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