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The Secretariat of the Steering Committee of the Eastern
Partnership Civil Society Forum (EaP CSF) is looking for a
full-time Administrative and Statutory Affairs Manager

Job location: Brussels, Belgium
Start date: as soon as possible

The Secretariat of the Steering Committee of the Eastern Partnership Civil Society Forum (EaP
CSF or the Forum) is looking for a committed and experienced Administrative and
Statutory Affairs Manager.

The Manager will perform a combination of administrative, event management and statutory/
legal affairs tasks.

Key responsibilities:

Under the guidance of the Secretariat’s Director, the Administration and Statutory Affairs
Manager shall:

Provide administrative support to the growing team of the Secretariat;

Be the primary point of contact for administrative and office management matters and
oversee facilities services, maintenance activities and tradespersons (i.e. manage office
supplies orders and deliveries, ensure an efficient collaboration with various service
providers);

Ensure a smooth flow of information within the organisation;

Maintain and develop office and document management procedures;

Lead the logistical organisation of in-person/ hybrid/ online statutory and thematic
meetings, internal and public meetings;

e Manage the process of contracting service providers and consultants for different
activities of the organisation (i.e. draft terms of reference, prepare evaluation score
sheets, review contracts);

Ensuring an effective procurement process in cooperation with the Finance manager;
Maintain, oversee and develop the statutory documents and processes of the
organisation;

e Ensure the organisation’s compliance with the legal requirements stemming from the
Belgian law regulating non-profit organisations (i.e. Moniteur Belge);

e Keep abreast with all organisational and statutory developments;

Required Skills and Experience:

e Master's degree in Public Administration, Law, Business Management, International
Relations or related discipline;
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e Minimum 5 years of proven full-time professional experience in office management,
(DNGO administration and event management preferably in Belgium or in an
international environment;

Good understanding of the NGO legislation and regulatory practices in Belgium;
Experience in developing and overseeing office and/or statutory procedures and
regulations specific to INGOs based in Belgium;

e Knowledge of office management and human resources administration principles and

practices;

Good understanding of EU procurement procedures;

Solid ICT skills;

Independent, problem solver, team player;

Excellent client and interpersonal skills;

Multi-tasker with strong organisational skills;

Flexibility to perform a wide variety of tasks in a small office;

Thorough knowledge of English and good understanding of French or Dutch;

Knowledge of Russian language or any other language spoken in the Eastern

Partnership countries would be an asset (optional);

Ability to travel occasionally to the EaP partner countries and within Europe;

Holding the legal permission to work in Belgium (the Secretariat is not in a position to

assist with obtaining the permission to work in Belgium).

What we offer:

A challenging and varied role in a thriving civil society organisation;
Being part of a small, friendly, dynamic and international team in the heart of the
Brussels EU district;

e CDD 1 year contract (followed by an indefinite contract, subject to satisfactory
performance and available funds);

e Attractive remuneration and competitive fringe benefits (meal vouchers, 20 days of
legal holidays + other extra holidays during office closure periods, representation and
teleworking allowance, reimbursement of public transport costs, other bonuses,
professional training);

Applications and interviews:

If you are interested in the role, please send your CV and motivation letter (in English) to
applications@eap-csf.eu by 1 October 2022, with the reference: “Administrative and
Statutory Affairs Manager”. The Cover Letter must address how your skills and
previous/current professional experience match the duties and responsibilities set out for this
role.

Please include the contact details of two references that will be available to provide
information about your professional experience in case you are shortlisted for an interview.

The applications will be reviewed on the rolling basis starting the date of the publication of
the vacancy, you are therefore encouraged to submit your application as soon as possible.

Only candidates selected for an interview will be contacted.
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About the EaP CSF:

The Eastern Partnership Civil Society Forum (EaP CSF) is a unique multi-layered regional civil
society platform aimed at promoting European integration, facilitating reforms and
democratic transformations in the six Eastern Partnership countries - Armenia, Azerbaijan,
Belarus, Georgia, Moldova and Ukraine. Serving as the civil society and people-to-people
dimension of the Eastern Partnership, the EaP CSF strives to strengthen civil society in the
region, boost pluralism in public discourse and policy making by promoting participatory
democracy and fundamental freedoms. EaP CSF is a non-profit, non-government, non-
partisan civil society organization with its headquarters in Brussels.

More details about EaP CSF: https://eap-csf.eu/
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