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IT&EMS Officer
The full time, long term, IT & EMS officer is ensuring smooth working and maintenance of all IT applications, databases and programmes used by JTS staff in monitoring JOP Romania - Republic Moldova 2014-2020 and is the responsible person for the general administration of the day-to-day operations.

► Tasks

 To ensure the proper functioning of JOP’s applications (electronic registration, databases, IT monitoring system, others)

 To manage the local network area

 To ensure proper function of all electronic equipment of the JTS. 

► Profile

Employment criteria

 University studies or other relevant studies or other relevant specialized certifications  

 at least 2 years of experience in working with computer hardware, operating systems and troubleshooting
 Microsoft Office knowledge

 Creation and maintenance knowledge for a Local Area Network 

 Advanced knowledge of computer hardware, operating systems and troubleshooting

 Working experience with various Database applications, preferably with Single Management Information System

 fluent in spoken and written English

► Assets

 work experience in a public and/or private financial organization or institution

 knowledge of project management is valuable
 ambition to work in an international environment 

 very good communication skills, creative and problem-solving oriented

 a good team worker

 well organized, able to self manage and prioritize his/her tasks
MONITORING AND IMPLEMENTING Officer
The Monitoring and implementing officer will be responsible for the monitoring and controlling the implementation of the grant contracts assigned.  The officer is also the contact to Lead partners for providing advice on content related issues. 

► Tasks

 To provide assistance to Lead partners on administrative and financial issues concerning project implementation.

 To contribute to Lead partner seminars organized by the JTS, concerning administrative and financial management of the project.

 To analyze the amendments of the Lead beneficiary’s grant contracts and to submit to MA for approval and sign.

 To verify the reimbursement request dossier according to the JTS`s procedures

 To take actions for detection and tracking irregularities in the process of implementation of the Lead beneficiary’s grant contracts ant to report them to the MA throw the irregularity officer according to the JTS`s procedure

 To inform the JTS Director in case of incompatibility between the day-by-day tasks and any other  activities 

 To collect and review progress reports submitted and to advise Lead partners if progress is not on schedule or activities change

 To undertake monitoring site-visits in order to check projects’ progress towards their objectives

 To prepare statistics and monitor figures at project level considering programme’s indicators

 To contribute to the drafting of the annual progress reports to be submitted to the Joint Managing Authority, Joint Monitoring Committee, and the European Commission.

 To prepare thematic reports on progress projects achieved 

 To update with information the monitoring system of the programme

► Profile

Employment criteria

• University degree 

• at least 2 years of experience in projects’/programs’ management and implementation, preferably in cross border cooperation EU programs;

• fluent in spoken and written English and in one language spoken in JOP territory 

► Assets

• good understanding and knowledge of the programme area

• good knowledge of project management

• experience in and ambition to work in an international environment with different administrative traditions

• able to propose solutions for improving project management

• very good computer skills: MS Office including Excel and PowerPoint, Internet

• creative and problem-solving oriented, interested in new learning experiences

• communicative, open minded, and a good team worker

• well organized, able to self manage and prioritize his/her tasks.

• willingness to travel

The position  is open until December 31th, 2021, with an expectation for additional 12-18 months, and the possibility to become a permanent one if the budget will allow it.
	
	
	



[image: image1.jpg]