
VACANCIES AND JOB DESCRIPTIONS

	Department/Office/Component
	Unit/Team
	Region
	Pos. Ref.
	Position Title
	Vacancies 

	Operations Department 
	Police Information and Operations Component/ Police Advisors Unit
	Mitrovica/
Pristina
	EKLS 60042
	Administrative/Language Assistant (Serbian/English)
	1









































	Position Number:
	EKLS 60042

	Position Title:
	Administrative/ Language Assistant (Serbian/English)

	Location:
	Mitrovica/ Pristina

	Department/Unit:
	Operations Department/ Police Information and Operations Component/ Police Advisors Unit

	Position group:
	3



[bookmark: _Hlk201831192][bookmark: _Hlk201839974][bookmark: _Hlk201838325]1. Reporting Line:
The Administrative/ Language Assistant (Serbian/English) reports to the Head of Police Advisors Unit.

[bookmark: _Hlk201839409][bookmark: _Hlk201831228]2. Main Tasks and Responsibilities:
· To assist the Members of the assigned Unit/Office with the daily tasks.
· To ensure the optimal functioning of the Unit and the effective flow of office administration. 
· To prioritize requests for appointments and maintain an appointment/meeting schedule to ensure efficient time management.
· To receive, prepare and disseminate documentation pertaining to the Unit through the appropriate chain of command.
· To provide administrative/secretarial support to the Unit personnel.
· To oversee and undertake appropriate record keeping functions such as incoming and outgoing correspondence, document filing, etc. Maintain an interoffice filing system for the Unit etc.
· To liaise with other officials within the Mission on issues or topics as delegated.
· To arrange official meetings, receive visitors and delegations, organize visitors’ programs, draft minutes, invitations, follow up activities, etc.
· To provide interpreting and translation services into and from English upon request.
· To move location when required to provide cover for absent colleagues.
· To undertake any other work-related task as requested by the line manager(s).

[bookmark: _Hlk201833280][bookmark: _Hlk201831235]3. Required Qualifications and Education:
· Completed secondary education attested by a Diploma 
· A B2 level of knowledge of English according to the Common European Framework of Reference for Languages (CEFR) classification system.
· A minimum of two (2) years of relevant work experience, after having completed the secondary education requirements, preferably as an administrative assistant to a higher level, fast-paced office.
· Proficiency in Serbian language.
· Excellent computer skills in MS Office applications (Excel, Word, PowerPoint, Access).

4. Required Competencies:
· Ability to maintain a customer-oriented approach following all security guidelines. 
· Ability to establish and maintain effective working relations as a team member in a multi-cultural, multi-ethnic environment.
· Excellent organisational and time-management skills including punctuality, capable of handling multiple tasks simultaneously with attention to detail.
· Good interpersonal and communication skills.
· Ability to prioritize and manage high workload.
· Absolute discretion and trustworthiness.

5. Desirable Qualifications & Experience
· Completed or ongoing higher education in a relevant field would be an asset.
· Working experience in international organisations.
· Working knowledge of Albanian would be an asset.

[bookmark: _Hlk118107021]6. Remuneration and Benefits:
 The position is classified in Grade 3 which according to the current salary grid starts from 1,750.00 €, depending on the incumbent’s relevant work experience, the amount may increase.
 13th salary. 
 Health insurance paid by the Mission. 
 The aforementioned remuneration is subject to taxes and pension fund contribution.
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