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JOB PROFILE

of Civil Engineer/Architect in the Joint Technical Secretariat (JTS)
 (Antenna Office)
 Bulgaria - Turkey IPA Cross-border Programme 
1. Scope of Work (Background):

In accordance with Article 102 of the Commission Regulation (EC) No 718/2007, the Managing Authority (MA- Ministry of Regional Development and Public Works of Bulgaria) after consultation with the Turkish National Authority (NA- Ministry for European Union Affairs of Turkey) has set up a Joint Technical Secretariat (JTS) comprising a Main Office based in Haskovo, Bulgaria and a Branch Office (Antenna) in Edirne, Turkey. The JTS (main office and the Antenna) shall continue to fulfill their duties for 2014-2020 period.
The services provided by the JTS (both Main and Antenna Offices) comprise the administrative/operational support to the MA. The JTS is responsible for the day-to-day programme management and supplies potential applicants with information, provides advice during the application process and accompanies the applicants until the project is finalized. 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 also responsible from monitoring the projects implemented under the Programme.
The JTS is responsible for the following tasks in particular:
· participating 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 a project partners data base;

· supporting project generation and development; 

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

· preparing the full application package for the call for proposals (CfPs) and submitting it for co-ordination to MA and NA;

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

· receiving and registering applications submitted;

· performing formal checks 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 necessary 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 the project implementation, collecting necessary information from the lead beneficiaries and updating the data in the Management Information System;
· providing day-to-day support to project beneficiaries in implementation;
· coordinating the work of the controllers and providing cross-checks of the certified activities;
· collecting and checking project reports from the lead partners before submitting them to the MA;

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

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

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

· collaborating 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 to the objectives of the IPA Cross-border Programme.
The working language is English.

2. Institutional framework 
Joint Monitoring Committee (JMC)
Composed of the representatives from the participating countries of the Programme, the Joint Monitoring Committee supervises and ensures the quality and effectiveness of Programme implementation and approves the projects for funding.

Managing Authority (MA)
The Managing Authority of the Programme is the Ministry of Regional Development and Public Works of Bulgaria. It is responsible for management and implementation of the Programme in accordance with the principle of sound financial management and in line with the EU regulations for the management of EU funds.

National Authority (NA)
The National Authority of the Programme is the Ministry for EU Affairs of Turkey. It is cooperates in joint programming, management and implementation of the Programme and takes all necessary measures to provide assistance to the MA and AA in their respective duties.

Certifying Authority

The National Fund Directorate of the Ministry of Finance is designated as Certifying Authority, and the Authority responsible for receiving funds from the European Regional Development Fund and the Instrument for Pre-Accession Assistance.

Audit Authority

The Audit Authority ensures that audits are carried out according to the accepted audit standards, verifies the effective functioning of the management and control system of the Programme.

Joint Technical Secretariat (Main Office and Antenna) (JTS) 

The Joint Technical Secretariat (JTS) assists the MA and the NA in Programme management, carries out the duties of a secretariat to the Joint Monitoring Committee. Assists, where appropriate, the Certifying Authority and the Audit Authority in carrying out their respective duties, and provides guidance to project partners and applicants. JTS provides the applicants with information and advice, both in application and in implementation stage, and contributes to the dissemination of results achieved.
3. Staff of Antenna Office
3.1. Civil Engineer/Architect
Responsibilities
As a part of the JTS staff Civil Engineer/Architect will be responsible for the preparation of calls for proposals, assessment (administrative and eligibility check and/or secretary of Assessment Working Group) of project proposals and for the monitoring and control of the reports describing the implementation of the funded projects. 
He/she is expected to supervise applicants and project partners mainly on construction projects on the Turkish side. He/she is also the contact point to the applicants and project partners for providing advice on such content-related issues.
Tasks 

· prepare the Applicants’ Package and revise it based on the comments provided by the JMC, if necessary;

· participate in the preparation of calls for proposals (in cooperation with the MA, NA and JTS);

· take part in the site visits for the projects, especially for the projects which contain construction activities;
· ensure that the projects which contain construction activities have been revised in line with the recommendations made during the site visits before the signature of the contract; 

· monitor the projects with construction activities; conduct regular monitoring visits or on-the-spot missions where necessary to the on-going projects with construction activities in cooperation with the JTS main office and/or with the NA and prepare comprehensive report on the state of play and where relevant put forward the risk and mitigation measures;
· provide the project partners with guidance regarding the implementation of the construction activities;
· provide support and advice to the potential applicants during the application phase on composition of appropriate partnerships, financial and budgetary issues;

· co-ordinate and participate in the project evaluation procedure, and in the assessment (administrative and eligibility check) of applications;

· contribute and organize the work of the assessors and controllers as appropriate;

· participate and/or prepare the JMC sessions, evaluation sessions, information campaigns and other events related to the implementation of the Programme;
· participate in the preparation of the detailed annual work schedule of JTS;
· receive and evaluate the contract modifications, particularly those with construction activities (minor changes and addenda);

· act as advisor for the implementation of the funded projects, particularly those with construction activities ;

· collect and review progress reports submitted by Lead Partners;

· propose draft decisions to the JMC regarding special requests from project beneficiaries;
· carry out risk assessment on project level together with the JTS (Main Office); 
· prepare a monitoring plan for the projects implemented under a particular call for proposals;
· monitor the part of the projects implemented on the Turkish territory and prepare the monitoring reports and submit them to the JTS Main Office;
· prepare statistics and monitor figures for the JMC, and the European Commission;

· prepare reports on the progress achieved by project teams together with the JTS (Main Office);

· carry out risk assessment at project level together with the JTS (Main Office); 

· report irregularities (if any);

· develop, together with the JTS team, a plan to disseminate the results achieved by IPA cross-border projects at national level involving the relevant stakeholders and actors;

· monitor the web site of the Projects and the Programme, collect, synthesize and communicate project and Programme achievements as well as good practice in cooperation with the Communication Officer and the other members of the JTS team;

· contribute to the development of methodological, thematic studies and dossiers;

· participate in and contribute to project seminars and conferences as appropriate;

· be actively involved in the implementation of other Programme support activities like partner-search events or forums;

· contribute to the Programme web site, leaflets, brochures and other publications;

· conduct additional tasks given by the Project Manager, MA, NA and the JTS deemed necessary for the progress of the Programme.

Requirements

· university degree in civil engineering or architecture, 
· minimum two years of experience as a civil engineer or an architect, 

· minimum one year of active experience in construction sites,

· knowledge of Turkish legislation on construction (project and construction requirements) 

· knowledge of engineering/architectural drawing programs,
· advisory and presentation skills;

· fluent in English and Turkish in speaking and writing;

· excellent computer skills;

· 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.

Assets

· good knowledge and ability to use “GIS (Geographic information system)  software” in the fields of mapping, road projects and soil structure projects
· familiar with the EU and national regulations concerning territorial cooperation programmes,
· good understanding and knowledge of the Programme area, 
· knowledge of accounting and tendering procedures under PRAG,
· in-depth knowledge and experience in using and managing databases.
4. Logistics and Timing 

The Architect/ civil engineer will be employed at the JTS Antenna Office in Edirne, Turkey.
JTS staff 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.

The working period and time shall be specified in the contract to be signed with the staff and the NA.

5. Reporting

The architect/civil engineer shall participate in the drafting a JTS annual work plan. Tasks are planned in line with JTS time-schedule of activities and are distributed and assigned by and reported to the Head of the JTS. Reporting will be planned in line with the JTS time-schedule of activities. 

All templates concerning reporting will be provided by the MA and the NA.

6. Terms and Conditions for Employment

The architect/ civil engineer will be employed at the JTS Antenna Office in Edirne, Turkey. He/she will be employed on the basis of a labour contract with the NA under the terms of Turkish legislation.  The salary shall be paid by the NA from the Technical Assistance budget of the BG-TR IPA CBC Programme. The competitive salary will be related to the responsibilities. The way of payment will be specified in the contract with the NA. 
The tasks  will have to be provided in close co-operation with and supervised by the Head of JTS, the NA and the MA.
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