WEglobal is looking for a full-time Project Officer to be recruited in WEglobal office in Skopje, Republic
of North Macedonia. The Project Officer will work for the EU-funded project, “Technical Assistance to
the Sector Reform Contract 'EU for Youth'.

Skills and Qualifications:

Bachelor’s degree in social or administrative sciences

Postgraduate degree in the related disciplines will be an asset

At least 2 years of professional project management related experience will be asset

Full computer (Microsoft Office products) and internet literacy

Fluency in both oral and written communication in English and Macedonian

Ability to integrate quickly into existing teams

Good communication and analytical skills

Ability to work to tight deadlines, often under pressure

Ability to demonstrate an innovative and flexible approach to problem solving and possess the
ability to work through problems in an analytical way

Highly self-motivated to work in a challenging environment and have a flexible approach to
working hours

General Objective

To provide necessary administrative support to the Team Leader, Key Experts, Project Coordinator, and
Project Director, and to carry out duties related to full completion of the contract in time as well as
supporting customer satisfaction.

Project Officer will be responsible for:

Managing the Project Office

Liaising with the project’s stakeholders

Providing necessary assistance for preparation of project visuals

Supporting the Project Coordinator and Team Leader for implementing the project
Supporting the mobilization of non-key experts according to the qualifications identified by the
key experts

Following up VAT exemption documents

Preparing and tracking weekly reports on project expenditures and daily petty cash and
submitting those to the Finance Department

Preparing monthly financial reports and submit to the Finance Department

Tracking expenditures according to project budget

Coordinating outsourcing of translation/interpretation process of the relevant documents and
reporting to project management team

Providing interpretation services for international experts during meetings

Supporting the organization of project events and activities

Tracking all project outputs, supporting quality checks

Providing day to day support to the key experts and logistics support for experts and visitors
Recording inquiries received under project helpdesk

Preparing the meeting minutes



Duration: 36 months (January 2021 — January 2024)
Deployment: As soon as possible

Interested candidates should send a cover letter and a CV in English language to the following e-mail
addresses: oytun.sevgili@weglobal.org and katarina.ciconkova@weglobal.org with an indication of the
job post number 110701 on the subject of the emails.

Applications should be sent no later than 30.12.2020.

The company reserves the right to contact only shortlisted candidates.

WEglobal 6apa aa perpytnpa lMNpoekTeH cayxb6eHUK co nosHo paboTHO Bpeme BO KaHUenapwjata Ha
WEglobal Bo Ckonje, Penybnmka CesepHa MakegoHuja. [poeKTHUOT cnybeHnK Ke paboTu 3a NpoeKToT

[

dUHaHcKpaH oA EY , TexHU4Ka nomoLl 3a CEKTOPCKU pedopmckun gorosop 'EY 3a mnaaun' “.
BewTnHU 1 KBannopuKkaumm:

*  YHMBep3uTeTCKa ANNJIOMA MO OMWTECTBEHU UM aMUHUCTPATUBHU HAYKK

e [unnoma no NoCTAMMNAOMCKM CTYAMM BO CPOAHUTE AUCLMNINHU Ke Buae npeaHocT

*  Hajmanky 2 roamHu npodpecMoHaNHO MCKYCTBO BO YNPaByBake CO NPOeKTU Ke buae npeaHoCT

e OannyHo nosHaBakbe Ha nNpounssoamn Ha Microsoft Office  ogANMUYHN MHTEPHET BELUTUHU

* TeyHa yCcHa M NMCMEHA KOMYHWMKaLMja Ha aHIIMCKU M MaKeL0HCKM ja3uK

*  CnocobHocT 3a 6p30 MHTErpupat-e BO NOCTOEYKUTE TUMOBU

e [ob6pn KOMYHUKALMCKU M aHAIUTUYKM BELUTUHMU

* CnocobHocT 3a paboTa co TECHM POKOBM, YECTO NOA, NPUTUCOK

* CnocobHOCT 33 AeMOHCTPUpaatbe MHOBATUBEH U GJIEKCUMOMIEH NPUCTAN KOH pellaBakbe Ha
npobaemu 1 noceayBarbe CNOCOOHOCT 3a pellaBatbe Ha NPobaeMM Ha aHAIUTUYKN HauMNH

*  CaMoOMOTMBMPAHOCT 3a paboTa BO Npean3BMKYBAUYKO ONKPYKyBare U pAeKCUBbUAHOCT 3a
paboTHOTO Bpeme

OnwTa uen

[a ce obe3bean HeonxogHa agMUHUCTPATMBHA NOAAPLIKA HA BOAAYOT HA TUMOT, KNYYHUTE eKChnepTy,
KOOPAMHATOPOT Ha NPOEKTOT U AMPEKTOPOT Ha MPOEKTOT U Aa Ce U3BPLIYBAAT A0NKHOCTUTE NOBP3aHN CO
HaBPEMEHO W LEeNOCHO 3aBplUyBatbe Ha A0roBOPOT. [POEKTHMOT cay:KbeHWK Ke paboTu 3a NpPoeKkToT

1«

¢duHaHcupaH og EY, , TexHMYKa nomoLl 3a ceKTopcku pedopmcku gorosop 'EY 3a mnagu' “.
MpoeKTHUOT cny*KBeHUK Ke buae oAroBopeH 3a:

* YnpaByBakrbe CO KaHUenapujata Ha NPoeKToT

* KomyHMKaumja n noBp3yBare CO 3acerHaTuTe CTpaHW Ha NPOEKTOT

e 0Ob6e3benyBarbe Ha HEONXOAHA NOMOLL 3@ MOAFOTOBKA HA NMPOEKTHa BUANMBOCT

e [logaplwka Ha KOOPAMHATOPOT Ha NPOEKTOT M BOAAYOT Ha TUMOT 3a CNpOoBeAyBarbe Ha MPOEKTOoT

e loaapwka Ha MobmaM3aumjaTa Ha He-KAyYHUTE eKcnepTu cnopes Keaanpukaummnte
NMAEHTUDMKYBAHU Of, KNYYHUTE EKCnepTH

* Cneperbe 4OKymMeHTU 3a ocnoboayearse oa 4B

* T[logroTeyBame U c/iefierbe Ha HeAeHU U3BeLUTau 3a TPOLLIOLUMTE Ha NPOEKTOT 1 AHEeBHaTa
roToBWHa M AocTaByBame 80 OaaenoT 3a puHaAHCUK



e [loarotByBakbe Ha MecevyHn GUHAHCMCKM U3BELUTAM M A0CTaByBakbe A0 Oaaenot 3a dUHaHCUn

e Cnepetbe Ha TpowouuTe cnopes 6yLIeToT Ha NPOEKTOT

*  KoopanHupatbe Ha ayTCOPCUHT Ha NPOLLECOT Ha NpeBeayBatbe/TONKyBatbe Ha pefneBaHTHUTe
OOKYMEHTU U U3BECTYBAKbE 0 TUMOT 32 YNPaByBak€ CO NMPOEKTU

» TonkyBare/npeseayBatbe 3a MefyHapO4HM eKCNepTH 3a BPpeME Ha CocTaHouuTe

* [oaapuKa 3a opraHM3aumja Ha HacTaHM M aKTUBHOCTU Ha NPOEKTOT

* Cneperbe Ha cUTe pe3ynTaTh Ha NPOEKTOT, NoAAPLIKA NPY NPOBEPKU HA KBANNTETOT

* (Ob6e3beayBatbe Ha CEKOjAHEBHA NOAAPLIKA HA KAYYHUTE EKCNepTU U IOTUCTUYKA NoAAPLLIKa 33
eKCnepTn 1 noceTuTenn

* Cnepetrbe M BOAEHE Ha NpallatbaTa MPMMEHM BO PaMKUTE Ha ycayraTa 3a noApLika Ha
NpPOeKToT

* [oaroTByBak€e Ha 3aMMUCHULM 04, COCTaHOLM

BpemeTpaeme: 36 meceum (jaHyapu 2021 rogmHa - jaHyapu 2024 rogmHa)
PacnopepyBame: LLITO e MOXKHO NOCKOPO

3auHTepecmpaHnTe KaHaNAATU Tpeba Aa ucnpaTaT MOTUBALMOHO NUCMO M Bruorpadmja Ha aHFANCKK
jasuK Ha cnegHuTe e-agpecu: oytun.sevgili@weglobal.org u katarina.ciconkova@weglobal.org co
Ha3HaKa Ha paboTHKWoT ornac 6poj 110701 Bo noneto npeamet. Annvkaummute Tpeba ga buaat
ncnpateHn HajaouHa Ao 30.12.2020 roguHa.

KomnaHujaTta ro 3aaprKyBa NpaBoTO A3 KOHTAKTMPA CaMo CO KaHAMAAaTMTe KoM Ke B/ie3aT BO NOTeCeH
nsbop.



