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RESUMIDOS
Nombre de la Institución Europea:
Agencia Europea para la Competitividad y para la Innovación, Bruselas
Puesto requerido: Asistente al Director Referencia: EACI/AD/002/2008
Descripción del Puesto  y Responsabilidades: 
Reporting to the Agency's Director, the jobholder co-ordinates and facilitates the work of the Executive Agency for Competitiveness and Innovation. He/she ensures that objectives agreed by the Director are attained and that expected outputs are delivered on time.
Specifically the jobholder will:

A) Management, planning and policy: Monitor and analyse policy developments within the Commission, in particular developments in relation to the parent DGs, with a view to their integration as appropriate in the policies and work programme of the Agency; Provide advice on and input to the definition of strategic objectives, policy developments within the Agency and on specific files; Co-ordinate the drafting of the annual work programme of the Agency, proposing priorities, timetable etc , the mid-term review of the work programme, and the annual activity report.

B) Administrative Support : Prepare, organise and follow -up meetings of the Agency's Steering Committee including the preparation of all documentation and decisions to be taken by the Steering Committee ; Ensure the follow-up of the Director's decisions;  Prepare and follow up the weekly management meeting within the Agency ; Filter and prioritise files submitted to the Director ; Monitor and verify all mission orders before presentation to the Director; Ensure the regular update of the Agency's manual of administrative procedures (yellow pages).
C) Horizontal Co-ordination: Co-ordinate and interface with parent DGs, including the regular high level liaison meetings, and other relevant services and the Cabinets; Prepare and follow up meetings of the executive agen cies' co-ordination group; o Ensure the co-ordination of tasks relating to issues involving several units within the Agency and propose solutions to the Director .

D) Accounting services: Act as the Agency's Deputy Accounting Officer, taking full responsibility for all the Agency's payments, including salaries, in the ab sence of the Accounting Officer.

Idioma:
Español mas otra lengua oficial de la UE. Los conocimientos de Ingles y Frances será una ventaja para el candidato.
Fecha máxima para la presentación de candidaturas: 24 Noviembre 2008
Experiencia profesional minima: 5 años de experiencia en puestos relacionados con la descripción.
Enviar Currículum:

Ver comunicación oficial:

http://ec.europa.eu/eaci/docs/jobs/vacancy_assistant_dir.pdf
Procedimiento: 

https://ec.europa.eu/dgs/personnel_administration/open_applications/CV_Cand/index.cfm
Más información:
http://ec.europa.eu/eaci/docs/jobs/vacancy_assistant_dir.pdf
Oferta facilitada por:
OFICINA EUROPEA DEL C.O.G.I.T.I. – U.A.I.T.I.E.
*Remita su C.V. a la dirección indicada  en el apartado anterior. Si tiene alguna duda puede dirigirse a: 

Oficina Europea de COGITI

Teléfono: +32 (0) 2 503 59 39 - Fax: +32 (0) 2 503 59 39


 oficinaeuropea@cogitieuropa.org
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