Annex 3
EUSR – PERSONAL ASSITANT
JERUSALEM
Place of Employment: Jerusalem

Employment regime: seconded/contracted

Post category: Mission support staff – assistant level (the salary will be defined according to the years of experience)

acting as personal assistant to the EUSR

assisting in correspondence and contacts relating to appointments and preparation of meetings and missions, including accommodation, travel and visas.
establishing and maintaining  an updated list of contacts of the EUSR team

filing and storing of documents, including setting up a systematic archive (IT and hard copy) for reports and correspondence

any other tasks to fulfil the mandate of the EUSR as requested by the EUSR

REQUIREMENTS:

Secondary education diploma, preferable a degree in administration

Relevant professional experience (diplomatic missions, international organizations) in Jerusalem. Good knowledge of EU institutions is an asset.
Excellent skills in MS Office (Excel, Word, Power Point) 

Excellent skills in English and French, Arabic and / or Hebrew.
Establish and maintain effective work relations in a multicultural environment

Excellent interpersonal and communication skills

EU security clearance (or being in the position to obtain one)
