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Annex 1

Kosovo Specialist Chambers and Specialist Prosecu®Office
3-2017 Extraordinary Call for Contributions

Organisation:

Kosovo Specialist Chambers and Spedist Prosecutor's Office

Job Location:

The Hague, the Netherlands

Employment As indicated below
egime:
Ref.: Name of the Position Availability
Seconded/Contracted
026 Contracts Manager ASAP
029 . . .
i Staff Administrative Assistant ASAP
(pending)
036 IT/Information Security Officer ASAP
Job 039 Media and Outreach Assistant ASAP
Titles/Vacancy
Notice:
059 Finance Assistant (Defence) ASAP
101_ Procurement Assistant ASAP
(pending)
104 Security Supervisor ASAP
110 Developer Court Management System ASAP
IT Technician Assistant
116 (Courtroom Support) ASAP




542

. Case and Evidence Management Assistant ASAP
(pending)

Deadline for
Applications:

8 December 2017 at 17:00 hours (Brussels time)

For seconded candidates:

Interested candidates should use the standardcappii form (Annex 2), in which they c
list up to 3 positions and rank them in order abgpty. It is essential that both the job title
AND the corresponding reference number are clearlynarked in the form. No more
than 3 priorities will be taken into account Furthermore, only one application per
candidate will be acceptedOnly applications submitted by authorized Natlohathorities
will be considered as seconded. National Autharitidminating candidates are kin

dly

requested to send the respective application fasitgy the Annex 2 to the following emails
only, and not any other addresses:
E-mail Address
to send the Job Civilian Planning and Conduct Capability (CPCC)
Application schr@eeas.europa.eu
Form to:
For contracted candidates:
Interested candidates, who wish to apply for vaesnopen to contracted candidates| as
indicated in the job descriptions, should use thedard application form (Annex Zpnly
one application form with no more than 3 priorities per candidate will be accepted
Contracted candidates are kindly requested to gencespective application forms using the
Annex 2 to the following email only, and not anyet addresses:
Kosovo Specialist Chambers and Specialist Prosesuidfice
applications@scp-ks.org
For questions from the National Authorities pleegatact the
Civilian Planning and Conduct Capability (CPCC)
Ms Antigone Marana
Information: antigone.marana@ext.eeas.europa.eu

For questions from individual applicants, pleasetact the
Kosovo Specialist Chambers and Specialist Prosesuidfice

recruitment@scp-ks.org

Seconded Personnel- For seconded positions, only personnel nominatieceived through the official
channels from the EU Member States/Contributingd ldtates will be considered. The Contributing &tat
will bear all personnel-related costs for the seeshpersonnel, including salaries, medical covertrgeel
expenses to and from The Hague (including homeelearrd allowances other than those paid accorditiget
Council documents 7291/09 (10 March 2009) and AMB4B0 April 2013). Personnel seconded from the
Contributing Third States are not entitled to reeeallowances paid according to the Council documen
7291/09 (10 March 2009) and 9084/13 (30 April 2013)



Contracted Personnel- The Kosovo Specialist Chambers and Specialisserdgor’'s Office may recruit
international staff on a contractual basis as megilithrough an employment contract. The employment
contract with the Kosovo Specialist Chambers anecBist Prosecutor’s Office establishes the camakit of
employment, rights and obligations, remuneratidloyaances, travel and removal expenses and thecapjs
high-risk insurance policy.

Documents supporting educational qualifications amitk experience should be accompanied by certified
translations of the original documents in the Bsfglianguage, if issued in another language, inrdecae
with the European Commission Guidelines for LifgJohearning, which ensures transparency in higher
education and fair and informed judgements aboalifigations.

Tour of Duty Period — Subject to the adoption of another Council Deniextending the mandate of the
Kosovo Specialist Chambers and Specialist Prosesu@ifice and approving the appropriate Budgetary
Impact Statement, the initial duration of the dgptent should be 12 months.

The Civilian Operations Commander requests thaCibretributing States propose candidates for tHeviahg
international staff positions, according to theuiegments and profiles described below.

A. Essential Requirements

The Contributing States are requested to ensutehbdollowing essential requirements are strictlgt and
accepted in respect of civilian international exper

Citizenship —Citizenship of an EU Member State or of a ContiittgiThird Staté

Integrity — The candidates must maintain the highest standsrgersonal integrity, impartiality and self-
discipline within the Kosovo Specialist Chamberd &pecialist Prosecutor’s Office. They are notvadld to
provide or discuss any information or document assalt of access to classified and/or sensitif@rimation
relating to the Kosovo Specialist Chambers and i8jsic Prosecutor’'s Office or respective tasks and
activities. They shall carry out their duties ardd & the interest of the Kosovo Specialist Charabend
Specialist Prosecutor’s Office.

Communication Skills — The candidates must have excellent interpersorchlcammunication skills, both
written and oral. In particular, they must be atdewrite reports in the working language of the &eos
Specialist Chambers and Specialist Prosecutoris@©ff

Language Skill$ — Spoken and written proficiency in English, therking language of the Kosovo Specialist
Chambers and Specialist Prosecutor’s Office. Qerpaisitions may require higher language skills Heirt
specified in the individual job descriptions. Inder to provide for national representation at thesdvo
Specialist Chambers and Specialist Prosecutor'&&ftertain (ordinarily internal) positions at tKkesovo
Specialist Chambers and Specialist Prosecutorg@®ffiay accept proficiency in a language other tifnen
majority language of the Kosovo Specialist Chamlaeid Specialist Prosecutor’s Office.

Flexibility and Adaptability — The candidates must be able to work with unptallie working hours and a
considerable workload. They must have the abilitywork professionally as a member of a team, ik tas
forces and working groups with mixed compositiamg &e able to cope with extended separation framilya
and usual environment.

! canada, Norway, Switzerland, Turkey and UnitedeStaf America
2 Common European Framework of References for Lagegia




Availability — The candidates must be able to undertake any ecitheinistrative tasks related with the
competencies, responsibilities and functions ofréspective position, as required by the Registrar.

Negotiation Skills— The candidates must have excellent negotiakiily &nd ability to work professionally
in a stressful and diverse environment.

Physical and Mental Health —The candidates must be physically fit and in goedlth without any physical
or mental problems or substance dependency whighimgair operational performance. To ensure duty of
care, selected personnel should be, in principideuthe normal age of retirement in Contributinatés.
Computer Skills — Skills in word processing, spread sheet and iesystems are essential.

Education — European Qualifications Framework (E&F)

Driving Licence — The candidates must be in possession of a valittluding Mission area — civilian
driving licence for motor vehicles (Category B guevalent). They must also be able to drive anyheel-

drive vehicle.

Serious deficiencies in any of these essential irenents may result in repatriation/termination tbé
secondment/contract.

B. Desirable Requirements

Knowledge of the EU Institutions— The candidates should have a good knowledgkeoEU Institutions
and international standards, particularly relatedtiie Common Foreign and Security Policy (CFSP),
including the Common Security and Defence Polic30@).

Knowledge of the Balkans Area— The candidates should have good knowledge oht$tery, culture,
social and political situation of Balkans, as vedlof the police, judiciary and governmental strces.

Language— Some proficiency in Albanian and/or Serbian.

C. Essential Documents and Equipment for Selectedaididates

Passport —The selected candidates must have a passport tem respective national authorities. If
possible, a Service Passport or a Diplomatic Passspould be issued.

Visas— Contributing Third States and their nationalsstrensure that visas are obtained for entry ingo th
Netherlands prior to departure from their home tigurit is also essential to obtain any transiggiswhich
may be required for passage through coungrie®ute to the Netherlands.

Personnel Security Clearance (PSC) The selected candidates will have to be in Esése of the
necessary level of Personnel Security Clearanc€)XRS specified in the respective job descripticor.
seconded experts, the original certificate of thgamal security clearance or a proof of the ititia of the
process must accompany them upon deployment. Faraobed experts, the process will be initiatedHsy
Kosovo Specialist Chambers and Specialist Prosesu@ffice upon deployment. For both seconded and
contracted experts, access to EUCI will be limitedRESTRICTED until the issuance of their national
security clearance.

3 https://ec.europa.eu/ploteus/content/descriptogepa




Certificate/Booklet of Vaccination — The selected candidates must be in possessioma oflid
certificate/booklet of vaccination showing all vaations and immunisations received. They must hkso
vaccinated according to the required immunisations.

Medical Certificate — The selected candidates should undergo a medi@ahination and be certified
medically fit for duty by a competent authority finothe Contributing States. A copy of this certifioa
must accompany deployed seconded/contracted pe&risonn

D. Additional Information on the Selection Process

Gender Balance- The EU strives for improved gender balance in €Siperations in compliance with
UNSCR 1325. The CPCC encourages the ContributiateS$tand European Institutions to take this into
account when offering contributions.

Application Form — Applications will be considered only when usirge tstandard Application Form
(Annex 2) to be returned in Word format, and indie@which position(s) the candidate is applying fo

Selection Process The candidates considered to be most suitalildevshortlisted and interviewed in The
Hague by audio/video Skype/phone, before the faeddction is made. Evaluation of qualified applisan
may also include an assessment exercise. As pdneddcreening process, which forms an integral gfar

the selection process, you may also be asked tdder@additional information during which the Kosovo
Specialist Chambers and Specialist Prosecutorie®ifiiay contact you for clarifications and folloywsu

If seconded candidates are required to travel ts&s/The Hague for interviews, the Contributitgtes
will bear any related costs. The selection of cdatgis who are working for other civilian CSDP Miss at
the time of their application will be subject toiampact assessment taking into account the opesdticeeds
of the CSDP Missions concerned.

Information on the Outcome - Contributing States and contracted candidatesplyieny for
seconded/contracted positions) will be informed uabthe outcome of the selection process after its
completion.

E. Data Protection

The EEAS, and its Directorate CPCC processes parsiata pursuant to Regulation (EC) 45/2001 on the
protection of individuals with regard to the progieg of personal data by the Community institutians
bodies and on the free movement of such data, pleimented in the EEAS by the Decision of the High
Representative of the Union for Foreign Affairs aBecurity Policy of 8 December 2011. The Privacy
statement is available on the EEAS website. Fociipenformation on personal data protection rielgtto

the Kosovo Specialist Chambers and Specialist Bubses Office, please refer to their website.

F. Job Descriptions

The current reporting lines of the following jobsddptions might be subject to modification based o
operational requirements and in line with the gples set out in the Operation Plan (OPLAN).



Position:

Employment Regime:

Post Category:

Contracts Manager Seconded/Contracted Management Level ML-3
Ref. number: Location: Availability:
026 The Hague, the Netherlands ASAP

Component/Department/Unit:

Kosovo Specialist Chambers/

Division of Administration/
Procurementnit

Security Clearance Level:
EU SECRET or equivalent

Open to Contributing
Third States:
Yes

Reporting Line:

The Contracts Manager reports to the Head of Peogent Unit.

Main Tasks and Responsibilities:

To be responsible for effective and timely delivefythe Kosovo Specialist Chambers contracts
management services, in full compliance with tharficial rules and regulations;

To provide objective oversight over various contra@@anagement processes and to ensure their
transparency;

To analyze and interpret the financial rules argllaions and operational effectiveness reports
and to design monitoring tools and to develop syste

To implement a quality plan for each contract am@ngage in daily consultation with the senior
management of activities covered by the contréeyg are managing;

To advise senior management on any potential isandsto recommend remedial actions or
solutions, when necessary;

To manage the pre-qualification and short-listifigoiolders, preparations and issuance of bids,
pre-bid conference, receiving and opening of bits$lzd evaluation;

To submit the bids to the Contracts and Propertyn@ittee for recommendation of award,
contracts negotiations, contract finalization asgliance;

To verify that the goods and services are delivexgdinst the contractual requirements and to
certify the reports and payments;

To develop and implement systems for internal @iy ensure compliance with contractual
terms and conditions;

To ensure full compliance of procurement and @arting activities within the organization's
rules, regulations, policies and strategies;

To negotiate, within the terms and conditions of tontract, solutions to conflicts/problems
arising in case of poor performance or non-compkanith contractual obligations;

To convene meetings with contractors to allow tpeastunity for the identification and early
resolution of potential disputes;

To develop appropriate contract management toalgleines and manuals for standardization
and knowledge sharing purposes;

To undertake any other related tasks as requegtdteliine Managers.

Education and Experience:

Essential

Successful completion of University studies withdaration of three (3) years, attested by a
diploma at Bachelor's level equivalent to leveh&he European Qualifications Framework and
the first cycle under the framework of qualificatsoof the European Higher Education Area.

AND

After having fulfilled the education requirements, minimum of four (4) years of relevant
professional experience.



Specification of Education and Experience

* The above mentioned university degree must be leeat one of the following fields of expertise:
Law, Business Administration, Financial Managem&atpnomics, Public Administration or other
related university studies;

« A minimum of four (4) years of relevant and proexperience in contracts management;

« Experience in using established professional amkparent procurement policies and procedures
in accordance with EU legislation and regulations;

* Very good interpersonal and communication skill&inglish, both written and oral;

« Excellent analytical, research and problem-solgkitls;

« Ability to work under stressful conditions and toiguitize and manage a high workload on
occasions;

» Ability to establish and maintain effective workinglations as a team member in a multi-cultural
and multi-national environment.

Desirable

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

* International experience, particularly in crisiseas with multi-national and international
organizations.



Position: Employment Regime: Post Category:

Staff Administrative Assistant Seconded/Contracted Assistant Level AL-2
Ref. number: Location: Availability:

029 The Hague, the Netherlands| ASAP

Component/Department/Unit:
Kosovo Specialist Chambers/
Division of Administration/
Human Resources Unit

Security Clearance Level:
EU SECRET or equivalent

Open to Contributing
Third States:
Yes

Reporting Line:

The Staff Administrative Assistant reports to thegld of Human Resources Unit.

Main Tasks and Responsibilities:

To advise and assist the Kosovo Specialist Changiafsconcerning Human Resources policies
and procedures;

To contribute to the development, implementatiord dallow-up of the Human Resources
strategies, policies and procedures;

To advise the staff on benefits and entitlementcitordance with the established policies;

To advise the staff regarding the insurance pddicgt to be the point of contact to the insurance
company;

To deal with and advise staff on rules and impleiagon of working hours and time off periods
and to maintain attendance records;

To supervise, coordinate and follow up the leave duty travel requests, including updating the
rosters;

To maintain updated records in the Personnel dsegéabiad to manage the physical files;

To coordinate extension request exercises for slxbreligible staff prior the launch of each
regular Call for Contributions;

To coordinate the deployment of selected candidaesteployment and check-in/out of staff
members with all involved stakeholders, includimg Imanagers;

To conduct the reviews of job descriptions in direonsultation with line managers and other
stakeholders involved;

To conduct the classification of international canted staff and to prepare the employment
contracts;

To plan and develop the administration of traifimignew staff members;

To assist in the handling of all special projeetated to personnel issues;

To undertake any other related tasks as requegtdtel ine Managers.

Education and Experience:

Essential

Level of secondary education attested by a diploma.

AND

After having fulfilled the education requirements, minimum of eight (8) years of relevant
professional experience.

Specification of Education and Experience

Minimum of five (5) years of responsible professibfull-time experience in the area of Human
Resources, preferably in the context of an intésnat organization and/or CSDP mission;
Excellent organisational and interpersonal skills;

Very good communication skills in English, both ten and oral;

Good computer skills in MS Office applications (EkdVord, Power Point, Access);



e Ability to work under stressful conditions and toiguitize and manage a high workload on
occasions;

« Ability to establish and maintain effective workinglations as a team member in a multi-cultural
and multi-ethnic environment.

Desirable

« Knowledge of the functioning of the EU and in peutar CSDP Missions;

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

* International experience, particularly in crisiseas with multi-national and international
organisations.



Position: Employment Regime: Post Category:

IT/Information Security Officer Seconded/Contracted Management Level ML-2
Ref. number: Location: Availability:

036 The Hague, the Netherlands ASAP
Component/Department/Unit: Security Clearance Level: | Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:

Immediate Office of the Registrar Yes

Reporting Line:

The IT/Information Security Officer reports to tt8enior Information and Records Management
Advisor.

Main Tasks and Responsibilities:

To coordinate all aspects of the Specialist ChamibE€rand information security programme,
assisting in managing the implementation of allafid information security measures to ensure
the preservation of the confidentiality, integrityd availability of information assets;

To liaise in conjunction with the Head of Infornmti Technology Services, the Head of Security
and Safety Unit and the Senior Information and RésdManagement Advisor for information
security issues, especially in case of incidents;

To compile detailed reports in relation to reporta@aches of information security or other
incidents requiring protracted investigative action

To be the Specialist Chamber’s focal point for infation security compromise or suspicion of
compromise;

To help develop policies, standards and actiongalating to IT and information security issues;
To perform routine security monitoring of the IC&twork and to verify periodically the security
posture of IT systems;

To support the Specialist Chambers daily routinegptoviding advice on information security
related matters;

To plan and perform security tests on the compugimgronment of the Specialist Chambers to
verify compliance with information security arctdtere and to evaluate, implement and support
tools and applications for vulnerability assessmsient

To make recommendations on proposed changes tadimputing environment within the
Specialist Chambers;

To report information security risks by writingkiassessments;

To recommend and develop the implementation of r@dgcuontrol measures to mitigate
information security-related risks;

To assist in developing policy and standards fa biackup and archiving of the Specialist
Chambers information;

To monitor the implementation of all ICT relatedgety procedures;

To perform auditing activities on information syst used for the processing of confidential
information under European Data Protection Reguiati

To perform market analysis for new information sé@guechnology by scanning the information
technology market for new products that may enhéimeeecurity of the Specialist Chambers ICT
systems and programmes;

To monitor the contracts for the procurement of I€8rvices or where services related to
information are being procured;

To develop information security awareness trairpnoggrammes for all the Specialist Chambers
staff;

To act as the Crypto Custodian for the SpecialigirGbers;

To undertake any other related tasks as requegtdteliine Managers.
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Education and Experience:

Essential

Successful completion of University studies withdaration of three (3) years, attested by a
diploma at Bachelor's level equivalent to leveh&he European Qualifications Framework and
the first cycle under the framework of qualificatsoof the European Higher Education Area.

AND

After having fulfilled the education requirements,minimum of seven (7) years of relevant
professional experience.

Specification of Education and Experience

The above mentioned university degree must be leeat one of the following fields of expertise:
Information Security, Computer Science, Informatidachnology or other related university
studies;

In-depth experience and ability in collecting, as#eg, analysing and reporting data related to
security;

Substantial knowledge of Information Security pi@es and technologies including Security
Information and Event Management (SIEM) and Netwodging;

Knowledge of European Data Protection Regulationisexperience of their implementation;
Demonstrable competence with Microsoft server egeatysis;

Excellent drafting and communication skills in Esb| both written and oral;

Excellent organisational and interpersonal skills;

Tact, discretion and respect for confidentiality;

Ability to work productively in a fast-paced, teamiented environment, and produce accurate
work under pressure and in difficult circumstances;

Ability to establish and maintain effective and swoctive working relationships with people of
different national and/or cultural backgrounds.

Desirable

Information Security Certification (e.g. CISSP, ®1%r CISA);

Experience in an international criminal or hybraud;

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

Good understanding of the political, cultural amgigity situation of the Balkans, in particular
Kosovo.

11



Position: Employment Regime: Post Category:
Media and Outreach Assistant Seconded/Contracted Assistant Level AL-3
Ref. number: Location: Availability:

039 The Hague, the Netherlands ASAP
Component/Department/Unit: Security Clearance Level: | Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:

Public Information and Yes

Communication Unit

Reporting Line:

The Media and Outreach Assistant reports to thedHgaPublic Information and Communication
(PIC) Unit.

Main Tasks and Responsibilities:

e To assist the Head of Public Information and Comigation Unit and Outreach Coordinator in
implementation of the Specialist Chambers CommuimicaStrategy in various communication
activities;

« To follow the news and various media, in particdtam Kosovo and the region, and keep the
institution regularly informed about the relevamvdlopments including the provision of basic
media analysis;

e To be the primary focal point for the update andntaéning of the institution's web content;

e To utilise new and existing social media channelénie with unit's objectives and to identify and
pursue opportunities for new types of communicatéativities and social media platforms
keeping aware of technological developments ardidtends in the usage of the social media;

e To assist with the event management activitiehefRIC Unit and the Specialist Chambers;

* To effectively support the Outreach activities bk tunit, and to identify cutting edge and
innovative communication tools in public informati@ctivities, adopted to relevant outreach
audiences;

« To ensure effective documentation and media rappuif events and campaigns (video, audio,
print);

 To oversee and file incoming and outgoing corredpane, to organize and update media and
outreach contact database and to handle necessaipistrative duties for the Unit, including
filing and data management;

e To prepare draft reports and documents for the; Unit

e To coordinate with the Specialist Chambers webmeamstewell as with the other units at the
appropriate level;

e To support any other units as required by the Regijs

e To undertake any other related tasks as requegttteliine Managers.

Education and Experience:

Essential

e Level of secondary education attested by a diploma.

AND

« After having fulfilled the education requirements, minimum of five (5) years of relevant
professional experience.

Specification of Education and Experience

¢ A minimum of three (3) years of professional expece in Communication, Journalism and/or
Public Affairs;

* Excellent interpersonal and communication skillE€mglish, both written and oral;

* Experience in producing communications materials;

12



Advanced computer and IT knowledge, with professiarsage of social media applications and
web updating;

Good sense of organisation, ability to identifyopity assignments and activities and manage
efficiently multiple tasks;

Ability to work productively in a fast-paced, teammented environment and produce accurate
work under pressure;

Ability to establish and maintain effective and stoctive working relationships with people of
different national and/or cultural backgrounds.

Desirable

Prior work experience in an international organdsgtCriminal or a hybrid Court;

Knowledge of other official languages of the Koso@#pecialist Chambers and Specialist
Prosecutor's Office (Albanian and/or Serbian);

International experience, particularly in crisiseas with multi-national and international
organisations, ideally in relation to the Balkansaa

Good understanding of the political, cultural anddm situation of the Balkans, in particular
Kosovo.

13



Position:
Finance Assistant (Defence)

Employment Regime:
Seconded/Contracted

Post Category:
Assistant Level AL-4

Ref. number:
059

Location:
The Hague, the Netherlandg

Availability:
ASAP

Component/Department/Unit
Kosovo Specialist Chambers/
Judicial Services Division/
DefenceOffice

Security Clearance Level:
EU SECRET or equivalent

Open to Contributing
Third States:
Yes

Reporting Line:

The Finance Assistant reports to the Defence O€ioerdinator.

Main Tasks and Responsibilities:

To provide financial assistance to the Defenced@f§itaff;

To provide support with respect to the review, gsial and preparation of the Defence Office’s
budget and its revisions;

To assist the Defence Office Coordinator in expliamaof resource requirements for budget
submissions;

To monitor the expenditures, compare them with dpproved budget and to assist in the
finalization of budget performance reports;

To coordinate with the Finance and Budget Unit elated issues during preparation of budget
reports;

To implement payment policies by reviewing invoicasalysing allotments and reviewing and
auditing work plans;

To review financial balances and to prepare detaiports regarding projected requirements;

To review, log and track invoices and to updatedeé allotment database;

To liaise with the Defence Office Coordinator ahd Head of Finance and Budget Unit to report
on and clarify payment of invoices;

To compile monthly expenditure reports to the managnt for reviewing;

To update files and other documents/reports/guidslrelevant to the legal aid payment schemes;
To assist with internal and external audits;

To undertake any other related tasks as requegtdteliine Managers.

Education and Experience:

Essential

Level of secondary education attested by a diploma.

AND

After having fulfilled the education requirement, minimum of one (1) year of relevant
professional experience.

Specification of Education and Experience

Proficiency in MS Office applications and in usinfprmation technology;

Good sense of organization, ability to identifygoity assignments and activities and manage
efficiently multiple tasks;

Good inter-personal and communication skills, hetitten and oral;

Tact, accuracy and discretion in handling of séreséind confidential information;

Ability to work independently with minimum superios;

Ability to work productively in a fast-paced, teamented environment and produce accurate
work under pressure;

14



« Ability to establish and maintain effective and stinctive working relationships with people of
different national and/or cultural backgrounds.

Desirable
e Specialised training in finance and/or experiemckegal aid administration;
* Knowledge of the EU financial rules and regulatiansluding budget procedures.

15



Position: Employment Regime: Post Category:
Procurement Assistant Seconded/Contracted Assistant Level AL-3
Ref. number: Location: Availability:

101 The Hague, the Netherlands ASAP
Component/Department/Unit Security Clearance Level: | Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:
Division of Administration/ Yes

Procurement Un

Reporting Line:
The Procurement Assistant reports to the Head afuPement Unit.
Main Tasks and Responsibilities:

* To review requisitions for clarity and completenestechnical specifications;

e To clarify terms and conditions of requisitions dadiaise with requisitioners and vendors;

e To conduct inquiries for products and services ¢pegguested;

e To compile and collect market prices and conditiand to negotiate terms when necessary;

e To prepare the appropriate documents and to prpseposals to the Procurement Officer;

* To clarify and negotiate terms and conditions wighdors when required;

e To extract and compile data contained in quotatmoposals/bids to determine which supplier
can deliver at best value for the organisationtarslibmit results for recommendation;

 To prepare draft contracts introducing modificatisinen needed, against a set format for
contracts, and to present the drafts to the Praweme Officer;

e To ensure vendor compliance with terms and conitin all purchase orders and contracts;

» To report on status of on-going contracts;

* To be responsible for the organization of all resorelevant to contracts and purchase orders
handled, including the electronic archiving of suebords;

« To undertake any other related tasks as requegtdteliine Managers.

Education and Experience:

Essential

» Level of secondary education attested by a diploma.

AND

» After having fulfilled education requirements, animum of five (5) years of relevant professional
experience.

Specification of Education and Experience

« Minimum of three (3) years of progressively respblesadministrative experience in the field of
administration, including General AdministratiompBurement and/or Finance;

« Experience in using established professional amkparent procurement policies and procedures
in accordance with EU legislation and regulations;

« Tact, discretion, accuracy and attention to details

« Experience in purchasing and contract management;

« Excellent computer skills in MS Office applicatiofisxcel, Word, PowerPoint, Access);

« Ability to identify priority assignments and actids and manage efficiently multiple tasks;

< Ability to work productively in a fast-paced, teamiented environment and produce accurate
work under pressure;

« Ability to establish and maintain effective, constiive working relationships with people of
different national and/or cultural backgrounds.

16



Desirable

« Knowledge of the functioning of the EU and in peutar CSDP missions;

« Good understanding of the political, cultural ameigity situation of the Balkans, in particular
Kosovo.

17



Position: Employment Regime: Post Category:

Security Supervisor Seconded/Contracted Assistant Level AL-2
Ref. number: Location: Availability:

104 The Hague, the Netherlands ASAP
Component/Department/Unit: Security Clearance Level: | Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:
Division of Administration/ Yes

Security and Safety Unit

Reporting Line:

The Security Supervisor reports to the Senior Sgc8upervisor.

Main Tasks and Responsibilities:

To ensure effective delivery of operational cound ebuilding security services to meet the
organisational security requirements at the presnifethe Specialist Chambers and Specialist
Prosecutor’s Office within a 24-hour shift system;

To ensure/monitor enforcement and adherence witplicable institutional policies and
procedures;

To coordinate the operational services with applieainternal and external interlocutors
supporting court and building services, includirtge tstaff work planning and attendance
reporting;

To ensure the safety and security of all staff mers\bvisitors and others whilst on the premises
of the Kosovo Specialist Chambers and Specialssdtutor's Office;

To ensure that all remitted tasks comply with bpsdctice approach to meet operational
requirements, fiscal responsibility and duty ofectr staff, detainees and visitors;

To ensure and monitor the subordinate staff compéaand competence in all work practices,
operational policies and institutional objectivdgough performance reporting, disciplinary
process compliance and staff development througlidémtification of training needs;

To coordinate the incident response process inviiitle the established procedures and operate
the Security Control Room, including technical eyss$, such as CCTV, Intrusion detection, fire
alarm and communications systems;

To attend and successfully complete all applicatdadatory training requirements and fulfil all
subordinate operational roles as required,;

To undertake any other related tasks as requegtételiine Managers.

Education and Experience:

Essential

Level of secondary education attested by a diploma.

AND

After having fulfilled education requirements, animum of eight (8) years of relevant
professional experience.

Specification of Education and Experience

Relevant experience within an international, hylmichational criminal court;

Prior supervisory level responsibilities within aliee, Military, Judicial or International security
environment;

Experience in handling of detained persons;

Experience in the provision of physical securiggigity screening and/or access control services;
Successful completion of a recognised firearm fiestion program within a national (i.e. Police,
Military or Governmental) or international entitpdprior experience in the performing of armed
security related tasks;
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« Proven experience in subordinate performance rggoashd staff development;

¢ Excellent communication skills in English, both tien and oral;

« Ability to work productively in a fast-paced, teasriented environment, and produce accurate
work under pressure and in difficult circumstances;

* Ability to establish and maintain effective and stinctive working relationships with people of
different national and/or cultural backgrounds wigspect for diversity.

Desirable
« Experience in the use of technical security equigméscreening and/or control room
infrastructure);

e First Aid and/or Fire and Safety certification;
« Additional certifications in security related digtihes such as Security Training, Close Protection,
Investigation, Supervisory Skills, Incident Contrelc.
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Position: Employment Regime: Post Category:

Developer Court Management Seconded/Contracted Management Level ML-2
Systen

Ref. number: Location: Availability:

110 The Hague, the Netherlands | ASAP
Component/Department/Unit: Security Clearance Level: Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:

Division of Administration/ Yes

Information Technology Services

Unit

Reporting Line:

The Developer Court Management System reports ¢o Hbhad of thelnformation Technology
Services Unit.

Main Tasks and Responsibilities:

To develop and maintain information system serviées a Documentum based Judicial
Information System which encompasses an Judicigkfieav tool;

To participate in projects involving feasibilityuslies, systems analysis, design, development and
implementation of new components of the system;

To collaborate with IT services, Information Managmt, Legal Officers, Court Management
staff, and external partners to devise effectolat®ns;

To analyse, plan, design and implement enhancernt@tite Judicial information System services
in accordance with legal and operational requirds)en

To draft plans, specifications and reports reléteithe Judicial Information System;

To direct and supervise the work of support devalsmnd contractors assigned to the unit, in
terms of Judicial Information Systems installatisypport and maintenance and business
continuity;

To develop detailed system and other functionatifipations and user documentation;

To provide specialized advice to users, analysisgrsl requirements and translating these into
new Documentum task space (XCP) applications andkflows and to determine application
systems integration and linkage issues;

To organize and perform unit and integrated testilegigning and utilizing test bases and to assist
users in acceptance testing;

To research, analyse and evaluate new technolagies make recommendations for their
deployment;

To participate in writing reports and papers ontays-related topics, system requirements,
information strategy, etc.;

To provide guidance to new junior staff, consukaetc.;

To undertake any other related tasks as requegtdtel ine Managers.

Education and Experience:

Essential

Successful completion of University studies withdaration of three (3) years, attested by a
diploma at Bachelor's level equivalent to leveh&he European Qualifications Framework and
the first cycle under the framework of qualificatsoof the European Higher Education Area.

AND

OR

After having fulfilled the education requirements,minimum of seven (7) years of relevant
professional experience.
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A minimum of ten (10) years of relevant professiomegperience might be considered in lieu of
the above-mentioned required educational requiremen

Specification of Education and Experience

The above mentioned university degree must be leaat one of the following fields of expertise:
Computer Science or Information Systems or otHated university studies;

At least five (5) years of progressively resporsileixperience in development of enterprise
content management systems;

Demonstrable knowledge of Documentum, XCP, JavaGii

Experience with PRINCE 2 or equivalent project nggament approaches;

Effective project management and collaborationskil

Ability to work productively in a fast-paced, teammented environment and produce accurate
work under pressure and in difficult circumstances;

Ability to establish and maintain effective and stoctive working relationships with people of
different national and/or cultural backgrounds.

Desirable

International experience, particularly in an intgfonal organization or a court system;

Industry qualifications in enterprise content masragnt systems (e.g. E20-495 xCelerated
Composition Platform (xCP) Application Developmérdrtification);

Comprehensive knowledge of and the use of entifiomship, use case and data flow diagrams;
Experience with design, development and maintenaoteJ2EE applications based on
Documentum Java WDK.
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Position: Employment Regime: Post Category:

IT Technician Assistant Seconded/Contracted Assistant Level AL-3
(Courtroom Suppor

Ref. number: Location: Availability:

11€ The Hague,he Netherlanc | ASAP
Component/Department/Unit: Security Clearance Level: | Open to Contributing
Kosovo Specialist Chambers/ EU SECRET or equivalent | Third States:
Division of Administration/ Yes

Information Technology Services

Unit

Reporting Line:

The IT Technician Assistant (Courtroom Supportjorépto the Courtroom Technology Supervisor.
The IT Technician Assistant (Courtroom Support) Wwé deployed to support IT systems within the
courtroom environment and throughout the orgaropati

Main Tasks and Responsibilities:

To assist in the deployment of the IT infrastruetwyithin the courtroom by deploying and
configuring a variety of technical systems;

To provide the first and second level support fumputer related incident and problem resolution;
To be the first point of contact for all desktopdanetwork related problems encountered by
courtroom participants;

To ensure that all the systems are functional leefloe court proceedings start and to resolve the
technical issues promptly, effectively and disdseet

To provide the assistance to all the court paricip in technical matters pertaining to courtroom
operation;

To work in a functioning courtroom when participantay be present;

To support videoconferencing sessions within thetcoom;

To maintain and update trouble tickets using thépdesk information system and to be
responsible for ensuring that all the trouble tislare closed within an agreed service level;

To be responsible for identifying and flagging desbs arising from recurring, systematic or
procedural defects, software, or ICT implementatand subsequently initiating action to resolve
them;

To assist in all the phases of the ICT hardwartdso€ specification, purchase, implementation
and operation within a courtroom environment byvplimg experience and guidance from a
support perspective;

To support and maintain courtroom specific IT egu#pt in collaboration with audio visual
technicians and the Audio Visual Director;

In the initial phase of the operation, the IT Tdckamn Assistant (Courtroom Support) will perform
routine IT Helpdesk functions, as required,;

To undertake any other related tasks as requegteoheé Managers.

Education and Experience:

Essential

Level of secondary education attested by a diploma.

AND

After having fulfilled the education requirements, minimum of five (5) years of relevant
professional experience.
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Specification of Education and Experience

Minimum of five (5) years of experience in an ITveonment with a focus on a supporting a
courtroom environment with emphasis on automatiod eontrol technologies and interfacing
with audio visual systems;

Technical training in information technology;

Certifications in Microsoft Desktop Operating Systetechnologies;

Knowledge of networks protocols, Local Area NetworkLAN), and TCP/IP, including
installation, administration and management;

Excellent organizational, interpersonal and comrmaiimon skills, both verbal and written;

Ability to prioritize and manage a high workload otcasions;

Ability to work productively in a fast-paced, teammented environment and produce accurate
work under pressure and in difficult circumstances;

Ability to establish and maintain effective and stoctive working relationships with people of
different national and/or cultural backgrounds.

Desirable

Certifications in Crestron automation and contalisons;

Experience in integration of IT and audio visuatsyns in a high availability environment;
ITIL Certification;

International experience, particularly in natiooainternationalized or hybrid court systems;
Knowledge of the functioning of the EU and in pautar CSDP missions;

Good understanding of the political, cultural ardwity situation of the Balkans, in particular

Kosovo.
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Position: Employment Regime: Post Category:

Case and Evidence Management Seconded/Contracted Assistant Level AL-1
Assistant

Ref. number: Location: Availability:

542 The Hague, the Netherlands ASAP
Component/Department/Unit: Security Clearance Level: Open to Contributing Third
Specialist Prosecutor’s Office/ | EU SECRET or equivalent States:

Legal and Case Management Un)it/ Yes

Case Management Team

Reporting Line:

The Case and Evidence Management Assistant rejpotite Senior Legal Advisor through the Case
and Evidence Manager.

Main Tasks and Responsibilities:

e To coordinate case management and electronic/hgpg document administration under the
instruction and guidance of the Case ManagementTesader of;

* To assist in managing administratively prosecutases, including filing of Court documents,
maintaining prosecution’s Court files, preparingl dimalising exhibits for display in Court, liaison
with Court technicians and effective and efficiprésentation of exhibits in Court;

e To assist in the maintenance and management oSEB@ case management information and
evidence registry systems;

* To carry out documentary evidence processing Zydath entry and ZylLab operator level system
management;

* To document, maintain, and ensure proper handfimyidentiary items;

* To ensure correct processing, handling and stoodg#JCI materials, keeping them secure at all
times and separate from the rest of the evidengaligction, adhering strictly to guidelines;

* To assist the Case and Evidence Manager and Ttaahays in the collation and organization of
evidence to be presented at pre-trial and trial;

e To provide support to the operational staff on sgagr and document review missions;

* To assist, advise and train prosecutors, analysts @S officers in using, developing and
maintaining investigatory and prosecutorial databas

» To assist in disclosing materials to Defence amd-jPTrial Chambers including tracking, collating
and indexing of materials and maintaining discledogs;

* To undertake any other relevant task as requestéuetline Managers.

Education and Experience:

Essential

» Level of secondary education attested by a diploma.

AND

e After having fulfiled the education requirementsnanimum of ten (10) years of relevant
professional experience.

Specification of Education and Experience
* At least ten (10) years of professional experiencease and/or document management or as an
assistant to a case manager or in a similar cgpacit

Desirable

e Substantial experience in case/evidence managemeahe context of war crimes or organised
crime trials in national jurisdictions, or an imational tribunal or hybrid international court;
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Good understanding of the political, cultural amtgity situation of the Balkans, in particular
Kosovo;

Substantial knowledge of the functioning of the &tdl in particular CSDP Missions;

International experience, particularly in crisiseas with multi-national and international
organizations;

Ability to perform under stress and in difficultcumstances.
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