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JOB ADVERTISEMENT

Resident Twinning Advisor (RTA) Assistant

TWINNING PROJECT NO. SR12-IB-AG-02:

“Capacity building for Upgrading of Food establishments and Animal By-Product management”

The Serbian Veterinary Directorate - Ministry of Agriculture, Forestry and Water Management and the Netherlands Food and Consumer Product Safety Authority (NVWA), intend to carry out a 30 month Twinning Project. The project is being implemented in the framework of the Instrument for Pre-accession (IPA), a programme funded by the European Union. 

The purpose of the project is to assist in the attainment of EU standards in food processing establishments, and ABP management system in the Republic of Serbia and To improve capacity for upgrading food processing establishments, and ABP management system to meet EU standards.
. 

The Serbian Veterinary Directorate will host a Danish Resident Twinning Adviser (RTA) and a team of experts for the duration of the project. 

Applications are invited for the position of a full time:
	Job Title
	RTA Assistant

	
	

	Status of the position:
	The RTA assistant will be employed throughout the implementation period of the twinning contract. The implementation of the twinning contract is expected to start in February 2014 and will end in July 2016

	
	

	Reporting
	The RTA assistant will work under the supervision of and report to the RTA

	
	

	Description of the job
	· Function as the projects communication interface with all Serbian counterparts

· Management of project office, establishment and maintenance of appropriate archives of source records to ensure adequate documentation of the project

· Maintenance and reconcilement of project’s basic accounting records (project journal, mission certificates, financial reports), archiving of financial documentation (invoices, etc.) and monitoring of expenses

· Procurement and management of office supplies

· Logistical organization (travel and accommodations in Serbia) of visits by foreign experts

· Logistical organization of project-related workshops and seminars: selection of participants and issuance of invitations

· Support to the RTA and visiting experts responsible for the Project by arranging contacts or meetings at different institutions

· Attend meetings and take minutes 

· Interpreting meetings and other conversations from English to Serbian and vice versa,

· Verify accuracy and consistency of presentations and translations of technical material into Serbian.

· Keep the overall planning up-to-date and the Administration of the Petty cash of the project

· Keeping the internet site of the project up to date

	
	

	Necessary Qualifications

Additional Qualifications
	· University degree in a relevant field

· The Twinning Manual confirms that the assistant selected is not a civil servant or agent from the Beneficiary (past 6 months) nor is on leave from the Beneficiary to take up the position of the project assistant,

· Extensive experience in project implementation and management,

· Be a native speaker of the Serbian language,

· Excellent oral and written communication skills in English,

· Managing the English language on translation and interpretation level on a daily basis for the RTA 

· Organizational and analytical skills, initiative,

· Flexibility and maturity of judgment,

· Ability to establish and maintain effective working relations,

· Ability to operate Windows applications (MS-Word, MS-Excel and MS-Powerpoint, etc.), Internet and e-mail, 

· A motivated individual with a  track record in office administration. 
· Proven ability to work under pressure and prioritize
The following would be an advantage:

· Knowledge on public administration and especially being familiar with the Ministry of Agriculture, Forestry and Water Management.
· Knowledge of relevant Government policies, laws, external assistance and operational structures affecting agricultural and rural policy

· Knowledge of EU issues and institutional structures, particularly in the field of food chain control (food processing and ABP management).

· Knowledge of EU issues and institutional structures, particularly in the veterinary field.

· A minimum of four years of professional experience, experience in similar projects.

	
	

	Remuneration
	Negotiable, subject to evaluation of skills and experience.


	SELECTION PROCEDURES


Applications should include a motivation letter and detailed Curriculum Vitae. The Applications should be sent no later than the Friday 18th of October 2013 at the following e-mail address:

r.m.brouwer@dienst-regelingen.nl 
More information can be obtained from:

Robbert Brouwer, Project manager Dutch Ministry of Economic Affairs 

Phone: +31-6-48 13 11 49

E-mail: r.m.brouwer@dienst-regelingen.nl 
The first selection of applications will be carried out by the partners and it is envisaged that interviews will be held on Tuesday the 12th or Wednesday 13th of November 2013 in Belgrade.

Selection procedure is subject to signature of the respective twinning contract and availability of the funds. 
