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COMSTITUNON OF RESERVE LIST FOR THE
RECRUITMENT OF AH ATMEMISTRATIVE ASSISTANT

The Delegaion ofthe Buropsan Commisson o Amoeniz may nesd o recruitone
in thee near faure of more Adminisyatve Assisants trough an open sskecion pro-
cedre [saparate inormadon will be forearded 1o Al crdidees). For this rexson
+e Deleqmion imites © sbmitapplicions. Suscessfd candidees will be nzert-
ad in 2 resaree listhat will be walid untd and of2010.

The offcer will work in 2 small ®am . This posidion requires e highest profes-
Honadl sandards, awcellent organisatoral sKils and 2 high degres of preciseaness .
REQUREMENTS

University degres andior diplom alceriicaie in e deld of accountancy

Auant English, Armoenian and Russian (writendspokan). French an assst.
Compuier liemcy (nd. sccourding sofeane)

Knowdedge of accoundng, proarementand assetmanagenentprosedires

Preparadion of annual budgetin accordance with reguladons sstby headqurr-
ers

Drafing of warieus aral il reports

Frnowdedge of Armoenian law (ind. sodal law) ard poblic ®ndenng procedures
N asmet

A minimum of 4 pears esperience in the deld, preferablyin aninemational end-
ronment
DESCRIFTION OF POSSIBLE TASKES:

Preparadion ard folow up of conracs [(housing of oficdals, sarvice convraces,
eta)

A ssat managem ant

Freparadion and ®llew up of parsonna dles, recuidn ent procedures, socal

secrity il aulations, sdary review of bl agents, e,

Petty =ch hardlirg

hitkion and veriicaion ofprosurem ent, papmentand bodget commitnent fles

Fublic Tendzring

Budget preparation ard follawup

Assising e Head ofAdminisraton wit warioos teks
Canddates are strongly encourzged © coreult e fllowing websies
kttpclvwwew dedarm oc cuopacslend and  kpofwenw =nope es
The Pre-sdecion ard Seecion procedures may inchids nom erical and werbal
reazoning ess , knowledge ofthe B, 2 spedicjob relaed testand an infervew.

The tasksiequirem ans lised heare are indcdve and may change acoording ©
4= BEuropean Commissions pracice o o he Delegadons interral organisdon.

Modwadion leter ard Curiculum Vit in English, mendoning Appliction for
Adminizraive Assistnt posdon Soud be zant bafore 2009 2009 o

Arnetdans Vandeschoor
Hezd of Admirisration
Ewrcpean Commisson Delegaion o Armeni
Frik Swest 21 [2rimnce fom Proshyan)
Faz: (374-1) 546495
E-mail: anwe wane rosdecchoor® e ou ropaes
We ook forward © receiving pour applicadion.
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