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BULGARİSTAN-TÜRKİYE IPA SINIR ÖTESİ İŞBİRİLİĞİ (2007-2013) PROGRAMININ ORTAK TEKNİK SEKRETERYASINDA (HASKOVO) GÖREVLENDİRİLECEK İLETİŞİM UZMANI DUYURUSU
CALL FOR RECRUITMENT OF A COMMUNICATION OFFICER TO BE ASSIGNED IN THE JOINT TECHNICAL SECRETARIAT (HASKOVO) OF BULGARIA-TURKEY CROSS BORDER PROGRAMME (2007-2013)
1. Başvuru şekli

İlgililer, başvuru şartlarını taşıdıklarına dair aşağıdaki belgeleri 30 Kasım 2012 tarihine kadar  cbcbgtr@ab.gov.tr   elektronik posta adresine ileteceklerdir. Başvuruları uygun bulunan kişiler Avrupa Birliği Bakanlığı’nda mülakata davet edilebileceklerdir.

· Ekli formata göre İngilizce olarak doldurulmuş özgeçmiş,
· Diploma fotokopisi,
· Daha önce çalışılan kurum/kuruluştan yazılı referans,
· İngilizce bilgisine dair belge.
1. How to apply

The applications shall be made by sending the documents listed below to cbcbgtr@ab.gov.tr until 30 November 2012. Shortlisted candidates may be invited for interview to be held at the Ministry for European Union Affairs premises.

· CV (in the format given),
· Copy of degree certificate,
· Reference letter from previous work place,  

· Copy of a certificate showing linguistic capability.
2. Scope of Work (Background):
In accordance with Article 102 of the Commission Regulation (EC) No 718/2007, the Managing Authority (MA), which is the Ministry of Regional Development and Public Works of the Republic of Bulgaria after consultation with the Turkish National Authority (NA), which is the Ministry for European Union Affairs of Republic of Turkey, has to set up a Joint Technical Secretariat (JTS) comprising a main office based in Haskovo, Bulgaria and a Branch office (antenna) in Edirne, Turkey.
The services provided by the JTS include the operational support to the Managing Authority of the IPA Cross-border Programme between Bulgaria and Turkey. The JTS is responsible for the day-to-day programme management, and providing information to the potential applicants, providing advices during the application process, and supporting the grant beneficiaries with the project implementation. The JTS carries out the duties of a secretariat to the Joint Monitoring Committee (JMC) and also assists, where appropriate, the Certifying Authority and the Audit Authority in carrying out their respective duties. 

The JTS is responsible for the following tasks in particular:

· participation in planning and organisation of programme information campaigns and other activities related to raising public awareness on the programme;

· establishing and managing a joint projects data base and project partners data base;

· supporting projects generation and development; 

· supporting MA and NA for the preparation of all standardized forms for the implementation of Programme such as application package, evaluation, contracting, implementation, monitoring, and reporting;

· advising beneficiaries on the implementation of operations and financial administration;

· receiving and registering of applications submitted;

· performing a formal check of project applications in terms of administrative compliance and eligibility;

· presenting a work plan via the MA to the JMC once a year for approval;

· organizing all meetings and events, drafting the minutes, preparing and, ensuring the administrative management of tasks and services;

· providing secretariat services for Assessment Working Groups and submitting the results of the project technical evaluation sessions to the JMC;

· monitoring of project implementation, collecting of information from the lead beneficiaries and updating data in the Management Information System;

· coordinating the work of the controllers and providing cross-check of the certified activities;

· collecting and checking project reports from the lead partners before submitting to the MA;

· assisting the MA in preparation of the reports on programme implementation;

· receiving and assessing requests from the lead beneficiaries on any modifications as well as preparation of addendums to projects and submitting them to MA or JMC respectively for approval and informing NA;

· cooperation with the programme implementing authorities in Bulgaria and Turkey, and with other territorial cooperation programmes;

· collaboration with central, regional and local stakeholders involved in the IPA Cross Border Programme between Bulgaria and Turkey.

The JTS ensures the close co-operation with the bodies competent for programme implementation, as well as with organizations, institutions and networks relevant for the objectives of the IPA Cross-border Programme.

The working language is English.

3. Responsibilities of the Communication Officer
As a part of the JTS staff the Communication Officer will be responsible for developing and implementing of the annual information and communication plan of the IPA Cross Border programme between Bulgaria and Turkey. He/She is also the contact point for the project partners for providing advice on communication related issues.

Tasks 

· contribute to the implementation of the programme’s communication strategy;

· represent the programme in public and coordinate all external information;

· support the Head of the JTS in his/her activities related to information and publicity;

· provide advice, support and information to project applicants and project partners on issues concerned by the Programme during project development, application, assessment, contracting, implementation, reporting, budgetary and payment stages; 

· prepare and participate in public information events, organize and contribute to project seminars and conferences as appropriate;

· contribute to the organization of partner search events for potential applicants in the whole programme area;

· support project generation and development by implementing targeted publicity and communication actions;

· advise Project Partners on opportunities and obligations for information and publicity;

· contribute to preparation and continuous update of the information for Programme’s website, leaflets, brochures and other publications, etc.;

· collect, synthesize and communicate project and programme achievements as well as maintain a database of good practices;

· assist and contribute to the drafting of the annual progress reports and work plans;

· contribute to the development of manuals for project management;

· contribute to the preparation of the JMC meetings and, when appropriate, written decision-making procedure;

· act as contact point for the JMC members, the MA, Certifying, Audit Authority and the NA on matters concerning the Programme;

· carry out general office work (correspondence, mailing, external communication,  responding to general public requests);

4. Requirements

· university degree in communication, journalism, public relations, public administration or other relevant university degree;

· minimum five years of general professional experience relevant to university degree;
· good writing and editing skills;
· advisory and presentation skills;

· fluency in English and Turkish languages in speaking and writing;

· good knowledge on MS office and Internet applications;

· ability to organize, plan and implement work assignments, to work under pressure of frequent and tight deadlines;

· excellent communication skills and ability to establish and maintain effective working team relations;

· experience in using and managing databases;

· familiarity with the relevant EU and national regulations and the IPA CBC BG-TR programme.
Assets

· knowledge of Bulgarian language;

· good understanding and knowledge of the programme area;

· previous experience in working with EU funded projects (preferably cross-border cooperation and/or territorial cooperation and/or neighbourhood programme);

· experience in working with the media;
· knowledge of national, regional or local co-operation policies, particularly in the area covered by the information and publicity and preferably through work experience;
· experience in working with international public or private organisations;
· experience in and ambition to work in an international environment;

· experience in organizing information and publicity events including conferences and fairs;

· experience in editing publications including the coordination of the entire editing process of publications.
5. Terms and conditions for employment
The Communication Officer will be employed at the JTS office in Haskovo, Republic of Bulgaria. 

The Communication Officer will sign a contract with Ministry of Regional Development and Public Works of the Republic of Bulgaria. She/he will be employed on the basis of a contract with the MA under the terms of Bulgarian law. The contract will be on annual basis and will be prolonged, based on results of internal performance evaluations. The employment is foreseen on a full-time basis.

The services will have to be provided in close co-operation with and supervised by the Head of JTS and the MA.

The competitive salary will be related to the responsibilities. The way of payment will be specified into the contract with the MA.

All JTS staff, including the Communication Officer will be provided with:

· the information regarding the Programme and all the documentation and materials concerning the programme implementation;

· relevant training;

· office accommodation and equipment.
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