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FIRST EXTRAORDINARY CALL FOR CONTRIBUTIONS 2014 FOR THE EUROPEAN
UNION RULE OF LAW MISSION IN KOSOVO (EULEX KOSOVO).

ADVERTISEMENT FOR SECONDED/CONTRACTED STAFF MEMBERS

Guidelines for Application and Basic Requirements

Organisation:

EULEX KOSOVO

Job Location:

Western Balkans Region (Kosovo)

Staff Regime:

Seconded by contributing States or Seconded byamgitution / Contracted

Employment regime is indicated in each job desionipt

Job
Titles/Vacancy | Please refer to the job descriptions
Notice:
Deadlmg for. 10 February 2014 ( 17h00 Brussels time)
applications:
Seconded/Contracted
.7 | Confirmed Total Available
Ref. Name of the post Pending Vacancies | Vacancies on
Programme Manager (Division
Job EK 10048 | Level) 0 1 1 ASAP
Titles/Vacancy Special Assistant to Head of
Notice: EK 10277 | Strengthening Division 1 1 ASAP
EK 10385 | Verification Officer 1 2 ASAP
Chief HR Planning and
EK 10405 | Recruitment 0 1 1 ASAP
Human Resources Officer (HR
EK 10406 | Planning and Recruitment) 0 1 1 ASAR
For seconded candidates:
.| Interested candidates should use the standardtafpti form (Annex Il), in which they can list
How to apply:

to 3 positions and rank them in order of priorltyis essential that both the job title AND the
corresponding reference number are clearly markedr the form. No more than 3 priorities
will be taken into account. Furthermore, only opeleation per candidate will be accepted. O
applications submitted by authorised National Acitles will be considered as seconded.

YInternational staff contracted by the Head of Mission

Ppending the approval of the planning documents or the tour of duty extension
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National Authorities nominating candidates are kindly requested to Hemdespective
application forms using the Annex Il to the follmgiemail only, and not any other addresses:

Civilian Planning & Conduct Capability (CPCC)
E-mail: cpcc-kosovoforgen@consilium.europa.eu

For contracted candidates:

Interested candidates, who wish to apply for vaesnapen to contracted candidates as indica
in the job descriptions, should use exclusivelydghine application form, posted in
http://InternationalRecruitment.eulex-kosovo.euNo applications using the Annex Il will be
accepted.Following submission of the online applicationrfprapplicants will receive a copy of
their submitted data in a pdf file together withaamknowledgement of receipt. Only one
application form per candidate will be accepted

General aspects:

If more than one application is received from thme candidate, only one will be considered, {
one submitted through the national authorities dpginen priority.
No further documentation besides the standard egipin form is necessary.

Information:

Additional information can be obtained from the EEX. KOSOVO website
(http:/Avww.eulex-kosovo.euor from the following contacts:

For questions from national authorities:

EULEX KOSOVO

Attn. Ms. Antigone Marana

Tel: +32 (0)2 584 ext. 2630

Antigone. MARANA@ext.eeas.europa.eu

For questions from individual applicants:
EULEX KOSOVO / Human Resources

Tel: +381 38 78 ext. 8878, 6846, 6337
HumanResources@eulex-kosovo.eu

Seconded Personnel For seconded positions, only personnel nominatieceived through official channels
from Contributing States will be considered. Cdniting States will bear all personnel-related cémts
seconded personnel, including salaries, medicarame, travel expenses to and from the Mission area
(including home leave) and allowances other thasdtpaid according to documents 7291/09 (10 Mad€® P
and 9084/13 (30 April 2013). Personnel secondenh frontributing third States are not entitled toeree
allowances paid according to documents 7291/0Mafch 2009) and 9084/13 (30 April 2013).
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Tour of Duty/Contract Period — Subject to the adoption of a Council Decisiopraping the appropriate
Budgetary Impact Statement, the duration of thdayepent should be of 12 months. Regardless of lowe,
the continuation of any tour of duty/contract extiengy beyond 14 June 2014 (the end of the currendata) is
entirely dependent on the requirements after tlleoéthe existing mandate. Pending the conclusidiise
Strategic Review, a number of the advertised vdeamaight have to be withdrawn.

The Civilian Planning and Conduct Capability, CP@&juests that contributing States propose carefidat
the following international staff positions for EBX KOSOVO, according to the requirements and pesfil
described below:

A. Essential requirements

Contributing States are requested to ensure thdbtlowing essential requirements are strictly ianed
accepted in respect of civilian international expés the Mission.

Citizenship —Citizenship of a Member State of the European Ufigld) or of a contributing third Stdnd
full rights as a citizen.

Integrity — The participants must maintain the highest starglafghersonal integrity, impartiality and self-
discipline within the Mission. Participants are atfowed to provide or discuss any information ocaiment as
a result of access to classified and/or sensitif@ination relating to the Mission or respectivekgand
activities. The participants shall carry out thahities and act in the interest of the Mission.

Negotiation Skills— The participants must have excellent negotiatkilis and the ability to work
professionally in a stressful and diverse enviromme

Flexibility and adaptability — Be able to work in arduous conditions with aitéd network of support and
with unpredictable working hours and a consideralmekload. Ability to work professionally as a meentof a
team, in task forces and working groups with migedhposition (e.g. police, judicial, civilian andlitairy
staff). Be able to cope with extended separatiomffamily and usual environment.

Availability — To undertake any other administrative tasks relatitdthe competencies, responsibilities and
functions of the respective position within the Ban, as required by the Head of the Mission. e kvith the
Head of Mission’s intent to increase the footpimthe north and in addition to those advertisesitns which
explicitly state that the staff member should liwe¢he north, other staff members subsequentlyayepl to the
region after their arrival are expected to be retadive in the north.

Physical and mental health -Physically fit and in good health without any ptogdior mental problems or
substance dependency which may impair operatiegrébpnance in the Mission. To ensure duty of cara i
non-benign environment, selected personnel shaulatinciple, be under the normal age of retiremant
Contributing States.

Ability to communicate effectively in English -Mission members must be fulfljuentin written and spoken
English. Report writing skills are especially negde

Computer Skills — Skills in word processing, spreadsheet and H-syatems are essential. Knowledge of other
IT tools will be an asset.

Training — eHest _https://webgate.ec.europa.eu/eeas/ehest/loginfsighpor equivalent.
Serious deficiencies in any of these essentialirempents may result in repatriation/terminatiorired
secondment/contract.

B. Recommended requirements

Knowledge of the EU Institutions— To have knowledge of the EU Institutions an@rinational standards,
particularly related to the Common Foreign and 8gcRolicy.

*Canada, Norway, Switzerland, Turkey and United States of America



Knowledge of the Balkans—- To have a good knowledge of the history, cultsoeial and political situation of
the region, as well as of the police, judiciary @oedernmental structures (distinct advantage).

Training and experience —To have attended a Civilian Crisis Management Goarshave participated in a
CSDP Mission (desirable).

Language skills— knowledge of local languages will be an asset.

C. Essential documents for selected candidates

Passport- Contributing States should provide their pergdmith a service/diplomatic passport, and agree to
have them accredited to their Embassies or Corsutat appropriate in the region.

Visas—Contributing States and Mission members mustren$iat visas are obtained for entry into the Missi
area prior to departure from their home countryerghrequired. It is also essential to obtain aapdit visas,
which may be required for passage through coungme®ute to the Mission.

Security clearance required The selected candidate will have to be in possessf the necessary level of
personnel security clearance as indicated in tlspedive job description when deployed. The origina
certificate of the national security clearance natstompany deployed seconded experts.

The level of personnel security clearance requideach position is specified within the individyab
description. The security clearance required veétl b

Q) EU security clearance at the designated lerel;

(2) Equivalent level security clearance issued batonal security agency of a country with whora th
EEAS has a full security agreement or arrangeméht ar

3) Equivalent level security clearance issued lnatonal security agency of a contributing thirét8

with whom the EEAS does not have a full securityeagnent but an agreement exists relating to the
participation/contribution of that third State whiexpressly addresses the obligations of that cpuatvards
the handling of EUCI.

Certificate/Booklet of vaccination— To be in possession of a valid certificate/betkif vaccination showing
all vaccinations and immunisations received. Tovéecinated according to the required immunisatfonghe
Mission area.

Medical certificate — All selected personnel should undergo an extensiedical examination and be certified
medically fit for Mission duty by a competent autity from the Contributing State. A copy of thisrtication
must accompany deployed seconded/contracted pa&isonn

Driver's licence — Be in possession of a valid — including Missamea — civilian driver's licence for motor
vehicles (Category B or equivalent). Able to drivey 4-wheel drive vehicle. Category C driving lisenis
required for driving B6 armoured vehicles.

D. Additional information on the selection process

The EU strives for improved gender balance in CSiperations in compliance with UNSCR 1325. The
Civilian Planning and Conduct Capability (CPCC) amages contributing States and European Institsitto
take this into account when offering contributions.

Selection process— The candidates considered to be most suitable bei short-listed and, if needed,
interviewed in Brussels, at the Headquarters oMission or by phone, before the final selectiomide.

If seconded candidates are required to travel tas&is/Mission Headquarters location for intervietie
contributing State will bear any related costs.

Information on the outcome—Contributing States will be informed about thecoute of the selection process
after its completion.



FIRST EXTRAORDINARY CALL FOR CONTRIBUTIONS 2014 FOR THE EUROPEAN

UNION RULE OF LAW MISSION IN KOSOVO, EULEX KOSOVO

JOB DESCRIPTIONS

Office of the Chief of Staff

Planning, Coordination and Compliance Office

Title: Programme Manager (Division level) — EK 10048

Employment regimeSeconded/Contracted

Grading category for contracted personiiksion Support Staff - Management level
Confirmed Vacancies: 1

The Programme Manager (Division level) reportshm ead of Planning, Coordination and Compliance
Office (PCCO).

1. Main tasks and responsibilities

To assist and advise the Head of PCCO in the Cdfmentribution at the policy level to the
Mission’s efforts on mandate implementation in limi¢gh the CONOPS and OPLAN and the Mission
Implementation Plan (MIP),, including through a gmrammatic approach comprising benchmarking,
evaluation, and compliance mechanism;

To support, on behalf of the Head of PCCO, Head3iwbion in translating the benchmarks and
objectives of the MIP into their work;

To ensure that PCCO initiatives and planning ap kpdated, in coordination with the Mission
Divisions;

To monitor and analyse internal and external dgaraknts relating to Mission programmes and to
fully brief the Head of PCCO and the relevant He&Bivision accordingly;

To compile relevant statistics and carry out quatitie and qualitative analysis/evaluation of
Kosovo's rule of law structures/activities relatedolitical and social issues;

In coordination with the Divisions, to study the $6wo rule of law structures with a view to their
professional and operational effectiveness, in mt@tce with the goals of EULEX Kosovo;

To analyse and assess the developments and acleistgeof Mission operational objectives;

To assist in developing and maintain longitudinadlgsis for programme stakeholders to gauge
programme impact;

To assist in developing new projects accordindnéodbjectives of the Mission mandate, including
carrying out Strengths, Weaknesses, OpportunitidsTareats (SWOT) analyses and identify risks
and assumptions, new benchmarks and monitoring amésrs;

To ensure timely and accurate evaluation, repodimdyinformation flow as per planning documents,
including the MIP and other reports of the mission;

To coordinate, as appropriate, with internal angmmal stakeholders;

To undertake any other related tasks as requirddebidead of PCCO.

2. Qualifications and experience

Essential

Successful completion of a full course of universtiudies attested by a degree in Project
Management, Human Resources, Business Administratiother related university studies, where
the normal duration of university education awargefur (4) years or more and after having
obtained the university degree at least 5 yearsle¥ant and proven full-time professional
experience;

OR

Successful completion of a full course of univarsitudies attested by a degree in Project
Management, Human Resources, Business Administratiother related university studies, where
the normal duration of university education awarieithree (3) years or more and after having
obtained the university degree at least 6 yearslefant and proven full-time professional
experience.



Specification of Experience

» Professional experience, in legal, administrative aperational aspects of Programme Management;
» Very good interpersonal and communication skiltsthbwritten and oral;

» Excellent editing and drafting skills;

* Proven experience in evaluation and compliancequoes.

Personnel Security Clearance
* No Personnel Security Clearance is needed.

Advantageous

» Substantial knowledge of the functioning of the &td in particular CSDP missions;

» Substantial knowledge of the Thessaloniki Agendspehhagen Criteria, Stabilisation and
Association Process, IPA, TAIEX and Twinning Pragec

» Good understanding of the political, cultural ardwgity situation of the Balkans, in particular
Kosovo;

» International experience, particularly in crisis@s with multi-national and international
organizations, preferably in an CSDP operation;

» Experience in liaison with police, the judiciaryppecution and customs authorities;

» Sound understanding and proven experience in fuaoprocedures, development and institution
building;

» Ability to perform under stress and in difficulrcumstances;

» Knowledge of Albanian and/or Serbian language.



Strengthening Division

Office of the Head of Strengthening Division

Title: Special Assistant to the Head of Strengthening Dision — EK 10277
Employment regimeSeconded/Contracted

Grading category for contracted personiiksion Support - Management level
Vacancies: 1

The Special Assistant reports to the Head of Sthemgng Division.

1. Main tasks and responsibilities:

To assist the Head of Division in operationalizihg Mission’s mandate and tasks as set out in the
planning documents and the Mission Implementatian EMIP) in the area of monitoring, mentoring
and advising (MMA);

To assist the Head of Division in his/her functidaysensuring a smooth running of the Department,
including by following up on taskings independerghd assist in the coordination of tasks, espgciall
those involving the cooperation between variousstini

To this end, to maintain contacts with the différerganisational units under the Head of Divisisn a
well as equivalent staff in other parts of the Missto contribute to a smooth flow of information;
To coordinate, as appropriate, with external stalddrs at the appropriate level;

To receive, filter, oversee and file incoming amdigming correspondence and to maintain an
interoffice filing system;

To draft documents on behalf of the Head of Divisio

To ensure the proper handling of documentationfilg®l within the office of the Head of Division,
including the handling of EUCI,

To assist the Head of Division with aspects of Missvisibility, e.g. preparing presentations and
materials;

To accompany the Head of Division as required tetmgs and events and make necessary
preparations as well as minutes taking at meetingsconferences; prepare draft reports and
documents for the Division;

To assist the Head of Division in ensuring timehg accurate reporting and information flow as per
planning documents, including the MIP and otheor&pof the mission;

To undertake any other related tasks as requirddebidead of Division.

2. Qualifications and experience:

Essential

Successful completion of a full course of universtiudies attested by a degree in Law, Business or
Public Administration, Political Sciences or othelated university studies, where the normal
duration of university education in the country aseal is four (4) years or more and, after having
obtained the university degree at least five (Zyyof relevant and proven full-time professional
experience;

OR

Successful completion of a full course of universitudies attested by a degree in Law, Business or
Public Administration, Political Sciences or othelated university studies, where the normal
duration of university education in the country ashea is three (3) years or more and, after having
obtained the university degree at least six (6)ys/e&relevant and proven full-time professional
experience.

Specification of experience

Experience with Rule of Law institutions;
Very good interpersonal and communication skiltshbwritten and oral.

Personnel Security Clearance

To be in a possession Personnel Security Cleamrtbe level of SECRET UE/EU SECRET or
equivalent for Contributing Third States.



Advantageous

Substantial knowledge of the functioning of the &td in particular CSDP missions;

Good understanding of the political, cultural ardwgity situation of the Balkans, in particular
Kosovo;

International experience, particularly in crisis@s with multi-national and international
organisations;

Ability to perform under stress and in difficulrcumstances;

Knowledge of Albanian and/or Serbian language.



Mission Support Department

Financial Verification Unit

Title: Verification Officer — EK 10385

Employment regimeSeconded/Contracted

Grading category for contracted personiiksion Support Staff — Management Level
Confirmed vacancies: 1  Pending vacancies:1

The Verification Officer reports to the Head of Kien Support Department.
1. Main tasks and responsibilities:

» To perform, in coordination with the Finance Unitdaother Units/Offices of the Mission, Ex-ante
checks put in place by the Authorising Officer r@sgible for verifying the operational and financial
aspects of each operation;

e To control that each expense is in line with ci@ef eligibility as well as with the requirements
referred to in the applicable regulations (FinahBiegulations, Guide to missions, European
Commission’s Communication related to the employneéimternational and local staff etc.);

e To check, in accordance with the provisions ofdkeost regimen, that the Mission procurement
procedures are conducted in line with the rulethef Practical Guide to Contract Procedures for EC
External Actions;

* To define and implement, with the aim of informimgject managers and task officers from various
areas of the Mission, a regular training schedul¢he authorising and validation process;

» To undertake any other related tasks as requirgtdebiiead of Mission Support Department.

2. Qualifications and experience:

Essential

» Successful completion of a full course of universitudies attested by a degree in Audit, Economics,
Finance, Accounting or Banking and Insurance, wiieeenormal duration of university education in
the country awarded is four (4) years or more aftéy having obtained the university degree attleas
five (5) years of relevant and proven full-time fessional experience.

Specification of experience

» Excellent analytical, research and problem-solgkigs;

» Excellent drafting skills;

» Ability to operate spread sheets, or PC-based liudgeounting or human resource systems.

Personnel Security clearance
* No Personnel Security Clearance is needed.

Advantageous

» Previous experience in EU Institutions;

» Substantial knowledge of the functioning of the &tdl in particular CSDP missions;

* International experience, particularly in crisesaa with multi-national and international
organisations;

» Good knowledge and/or experience in strategic mameagt and/or public administration;

» Very good interpersonal and communication skiltsthbwritten and oral;

» Ability to perform under stress and in difficulrcumstances.



Mission Support Department

Human Resources Office/ Human Resources PlannitidRanruitment Unit

Title: Chief Human Resources Planning and Recruitment Unit EK 10405
Employment regimeSeconded/Contracted

Grading category for contracted personiedpert

Vacancies1

The Chief Human Resources Planning and Recruitiaittreports to the Head of Human Resources Office.

1.

Main tasks and responsibilities:

To direct, supervise and coordinate the HR PlanaimdjRecruitment Unit, including all aspects
related to the field of responsibility, in line Withe Mission’s planning documents;

To be responsible for the implementation of akkveint Council/Commission legislation and
instructions, as well as for initiation, proposiaghe Head of Human Resources Office and
implementation of relevant Mission internal stragsgpolicies and procedures fully in line and in
support of the Mission’s overall strategies andajenal needs;

To ensure a proper planning of human resourcegifuline with the Mission’s operational needs;
To ensure timely planning and launching of the Miss Calls for Contributions/Calls for
Applications and a fair, efficient and transparggiection process of staff;

To ensure efficient deployment and check-out praoesifor all staff;

To provide advice, guidance and support to stafflanning and recruitment related matters;

To contribute to the timely reporting to the Missimanagement and the EEAS (CPCC) in the field
of planning and recruitment of human resources;

To coordinate with all other relevant organisatiamats, in particular within the Human Resources
Office, to ensure the necessary human resourcgosgupr a smooth running of the Mission;

To coordinate, as appropriate, with the Brussefgp8tt Element on all issues pertaining to his/her
portfolio;

To advice on required changes and improvementhefunctioning of the HR Management Systems
in his/her field of responsibility;

To undertake any other related tasks as requirddebiiead of Human Resources Office.

Qualifications and experience

Essential

Successful completion of a full course of universtiudies attested by a degree in Social Sciences,
Human Resources, Business Administration or otflated university studies, where the normal
duration of university education in the country ashe is three (3) years or more and, after having
obtained the university degree at least sevend&jsyof relevant and proven full-time professional
experience.

Specification of experience

At least seven (7) years of experience in admatist and operational aspects of human resources,
in particularly in planning and recruitment;

At least three (3) years of management experience;

Excellent organisational and interpersonal skills;

Very good communication skills, both written analor

Personnel Security Clearance:

To be in a possession of Personnel Security Clearanthe level of CONFIDENTIEL UE/EU
CONFIDENTIAL or equivalent for Contributing Thirdt&es.
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Advantageous

» Substantial knowledge of the functioning of the &tdl in particular CSDP missions;

* International experience, particularly in crisis@s with multi-national and international
organisations;

» Very good knowledge and/or experience in strataginagement and/or public administration;

» Ability to perform under stress and in difficulrcumstances.
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Mission Support Department

Human Resources Office/Human Resources PlannindRancduitment Unit

Title: Human Resourcefficer (Planning and Recruitment) - EK10406
Employment regimeSeconded/Contracted

Grading category for contracted personiiksion Support - Management Level
Vacancies: 1

The Human Resources Officer (Planning and Recruitpreports to the Chief of HR Planning and Reoneitt
Unit.

1. Main tasks and responsibilities

» Toassist in the preparations of Calls for Contiims for international staff and organise Calls fo
Applications for local staff;

»  To coordinate extension request exercises for slsrbaligible staff prior the launch of each regular
Call for Contribution;

e To conduct reviews of job descriptions in direchsgltation with line managers and other actors
involved,;

e  To coordinate the selection process, including mangpapplications, vacancies, advising selection
panels, collecting and analysing results and priodumonsolidated selection reports for endorsement.
To participate as a member of selection panels@sned; to communicate and coordinate with
candidates, including on queries before or aftghapg, notifications of selection, interviews, gtc

*  To conduct the grading of international contragiedsonnel for the purpose of determining their
remuneration as per the catalogue of positionsappticable procedures;

* To coordinate the deployment of selected candide¢eleployment and check-out of staff members
with all involved stakeholders, including line mgeas and the Brussels Support Element;

»  To take active part in implementing procedureswuiegi from staffing reviews, such as internal
competitions for retention of staff, internal Cdtls Applications, redeployments, etc;

e To advise and assist staff members concerninguh®h resources policies and procedures;

e To contribute to the development, implementatiod fxlow-up on the human resources strategies,
policies and procedures;

e Toundertake any other related tasks as requirgddohief Human Resources Planning and
Recruitment Unit.

2. Qualifications and experience

Essential

»  Successful completion of a full course of universitudies attested by a degree in Social Sciences,
Human Resources, Business Administration or egeintadtudies, where the normal duration of
university education in the country awarded iseh(® years or more and, after having obtained the
university degree at least five (5) years of reféand proven full-time professional experience.

Specification of experience

* Atleast five (5) years of experience in generahhn resources administration and particularly
planning and recruitment, ideally in an internaéibcontext;

. Excellent organisational and interpersonal skills;

*  Very good communication skills, both written andlor

Personnel Security Clearance:
e To bein a possession of Personnel Security Clearanthe level of CONFIDENTIEL UE/EU
CONFIDENTIAL or equivalent for Contributing Thirdt&es.

Advantageous

e Substantial knowledge of the functioning of the &hdl in particular CSDP missions;

. International experience, particularly in crisis@s with multi-national and international
organisations;

»  Ability to perform under stress and in difficulrcimstances.
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