WEglobal is looking for a full-time Project Management Officer to be recruited in WEglobal office in
Skopje, Republic of North Macedonia. The Project Management Officer will support the implementation
of EU-funded technical assistance projects in the country in close communication with WEglobal,
contracting authorities, beneficiaries, target groups, and project experts’ team.

Skills and Qualifications:

e Bachelor’s degree in social or administrative sciences

e Postgraduate degree in the related disciplines will be an asset

e At least 3 years of professional project management related experience, particularly in EU-
funded technical assistance projects, will be an asset

e  Full computer (Microsoft Office products) and internet literacy

e Fluency in both oral and written communication in English and Macedonian

e Ability to integrate quickly into existing teams

e Good communication and analytical skills

e Ability to work to tight deadlines, often under pressure

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

e 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 Management Officer will be responsible for:

e Managing the Project Office

e Liaising with the project’s stakeholders

e Providing necessary assistance for preparation of project visuals

e Supporting the Project Coordinator and Team Leader for implementing the project

e Supporting the mobilization of non-key experts according to the qualifications identified by the
key experts

e Following up VAT exemption documents

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

e Preparing monthly financial reports and submit to the Finance Department

e Tracking expenditures according to project budget

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

e Providing interpretation services for international experts during meetings

e Supporting the organization of project events and activities

e Tracking all project outputs, supporting quality checks

e Providing day to day support to the key experts and logistics support for experts and visitors



e Recording inquiries received under project helpdesk
e Preparing the meeting minutes

Duration: 36 months (December 2020 — January 2023)
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 110492 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 Cny»k6eHuK 3a ynpaByBatbe CO NPOEKTU CO NOHO PaboTHO Bpeme, Koj Ke buae
perpyTMpaH Bo KaHuenapujata Ha WEglobal Bo Ckonje, Penyb6aunka CesepHa MakegoHuja. Cny>K6eHuKoT
3a ynpaByBatbe CO NPOEKTU Ke ja NOAAPKYBA MMNAEMEHTALMjAaTa Ha MPOEKTUTE 32 TEXHMUYKA NOMOLL
¢duHaHcMpaHu og EY Bo 3emjaTta Bo TecHa KomyHuKaumja co WEglobal, gorosopHute opraxm,
KOPUCHUUMTE, LeJIHUTE TPYNn 1 TUMOT Ha eKCNepTn BO MPOEKTUTeE.

BewTnHM 1 KBannduKaumm:

e YHMBEP3UTETCKA ANNIOMA MO OMNITECTBEHN UM aAMUHUCTPATUBHM HAYKK

e [lunnoma no NocCTAMMNAOMCKM CTyAMU BO CPOAHUTE AUCLMNIMHU Ke Buae npegHocT

e Hajmanky 3 roamHu npodpecMoHaNHO UCKYCTBO BO YNpaByBake CO NPOEKTU, 0COBEHO BO
NPOEKTU 33 TEXHUYKA nomoLl, UHAHCMpaHu o4 EY, ke buge npeaHoct

e  Oann4YHO No3HaBake Ha nNpounseoan Ha Microsoft Office  o4NMYHN NHTEPHET BELITUHM

e TeyHa yCHa M NUCMEHA KOMYHMKaLMja Ha aHI/IMCKU U MaKeL0HCKM jasuK

e CnocobHocCT 3a 6p30 MHTErpuUpat-e BO NOCTOEYKUTE TUMOBU

o [106pn KOMYHUKALMCKU M aHAJIUTUYKM BELUTUHU

e CnocobHocT 3a paboTa co TECHM POKOBM, YECTO NOoA NPUTUCOK

e CnocobHOCT 3a AEMOHCTPMpPaake MHOBATUBEH U GIeKCMBMIEH NPUCTan KOH pellaBakbe Ha
npobaemu 1 noceayBare CNOCOHBHOCT 33 peLlaBarbe Ha NPO6AEMM Ha AHAZIMTUYKMN HAUUH

e CamoOMOTMBMpPAHOCT 3a paboTa BO Npean3BMKYBAYKO OMKPYKyBare N pAeKcMbmMaHOCT 3a
paboTHOTO Bpeme

OnwTa uen

[a ce obe3bean HeonxoaHa aAMMUHUCTPATUBHA NOAAPLLKA HA BOAAYOT Ha TUMOT, KNYYHUTE eKCNepTH,
KOOPAMHATOPOT HA MPOEKTOT U ANPEKTOPOT HA MPOEKTOT M A3 Ce U3BPLUAT A0/IKHOCTUTE NOBP3aHM CO
LLe/IOCHO 3aBpLUyBakbe Ha AOrOBOPOT HA Bpeme, Kako U NoAAPLIKA HA 3a40B0OJICTBOTO HA KAMEHTOT.

Cny»K6eHMKOT 3a ynpaByBatbe CO NPOEKTU Ke buae oAroBopeH 3a:

e YnpaByBakbe CO KaHUenapujata Ha MPOEKTOT
e [loBp3yBarbe CO 3aCerHaTUTe CTPaHM Ha MPOEKTOT



e (Ob6e3benyBarbe Ha HEOMNXOAHA NOMOLL 3@ NOAIOTOBKA Ha MPOEKTHA BUANMBOCT

e [looapLlKa Ha KOOPANHATOPOT HA NPOEKTOT M BOAAYOT HA TUMOT 3a CNpoBeAyBatbe Ha MPOEKTOT

e [loaapwka Ha MobmaM3aUmMjaTa Ha He-KAYYHUTE eKcnepTu cnopes Keaanpukaummnte
NAEHTUOUKYBAHU 04, KNyYHUTE eKCnepTu

o Cnepeme AOKYMeHTHM 3a ocnoboaysame og /1B

e [loaroTeyBakbe U cnefere Ha HeJeHW U3BellTaum 3a TPOLWoUUTe Ha NPOEKTOT U AHEeBHATa
roToBWHa 1 gocTtaBysBame 8o Oaaenot 3a puHaHCUK

e [loarotByBakbe Ha MeceyHu GUHAHCMCKM U3BELITAM M AocTaByBakbe A0 Oaaenot 3a dUHaHCUm

o Cnepetrbe Ha TpowoumTe cnopeg, byLeToT Ha NPOEKTOT

o KoopauHMpatbe Ha ayTCOPCUHT Ha NPOLLECOT Ha NpeBeayBatbe / TONKyBatbe Ha peneBaHTHUTe
LOKYMEHTU U U3BEeCTyBakbe 40 TMMOT 3a YNpaByBakbe CO NPOEKTH

e (Obe3beayBatse yCnyrv 3a TONIKyBake 3a MefyHapoAHM eKCnepTy 3a Bpeme Ha cocTaHouuTe

o [loaapLliKa Ha opraHM3aumja Ha HaCTaHW M aKTUBHOCTU Ha NPOEKTOT

e Cneperbe Ha cuTe pe3ynTaT Ha MPOEKTOT, NOAAPLIKA Ha MPOBEPKM Ha KBAaUTETOT

e (Ob6e3benyBarbe Ha CEKOjAHEBHA NOAAPLIKA HA KNYYHUTE EKCNEPTU M NOTUCTUYKA NOAAPLIKA 33
eKcnepTM U NoceTuTenu

e Cnepeme 1 BoAere Ha NpallarbaTa NPUMEHM BO PaMKUTE Ha ycayraTta 3a noAApLuKa Ha
NpPoeKToT

e [loaroTeyBarbe Ha 3aMMCHULM 04, COCTaHOLUM

BpemeTpaeme: 36 meceum (aekemepu 2020 - jaHyapwm 2023)
PacnopepyBatse: LLITO € MOXKHO NOCKOPO

3auHTepecmpaHnTe KaHANAATU Tpeba Aa ucnpaTaT MOTUBALMOHO NUCMO M Bruorpaduja Ha aHFINCKK
jasuK Ha cnegHuTe e-agpecu: oytun.sevgili@weglobal.org u katarina.ciconkova@weglobal.org co
Ha3HaKa Ha paboTHKWOT ornac 6poj 110492 Bo noneto npeamet. Annvkaummute Tpeba ga buaat
ncnpateHun HajaouHa Ao 30.12.2020 roguHa.

KomnaHujaTta ro 3agprKyBa NpaBoTo Aa KOHTaKTUPA CaMo CO KaHAWAATUTE KoM Ke Bae3aT BO NOTeCeH
n3bop.



