South Baltic Cross-border Co-operation Programme 207-2013

RECRUITMENT

The South Baltic Cross-border Co-operation Prograr2007-2013 promotes cross-border cooperation and
strengthens the sustainable development of thehSBattic area through joint actions increasing its
competitiveness and enhancing integration amon@lpeand institutions. The participating regionsttie
South Baltic Programme are situated in Denmarknfaay, Lithuania, Poland and Sweden.

To administrate the Programme, the Managing Auth@kiinistry of Regional Development of Poland) il
set up a Joint Technical Secretariat (JTS) anabisihg for candidates to fill the following job ptiens:

Reference: JTS — SB/01/08: Head of the JTS
Reference: JTS — SB/02/08: Programme Officer
Reference: JTS — SB/03/08: Financial Officer
Reference: JTS — SB/04/08: Project Manager
Reference: JTS — SB/05/08: Project Manager
Reference: JTS — SB/06/08: Information Officer
Reference: JTS — SB/07/08: Office Assistant

NoogkrwbE

The Joint Technical Secretariat (JTS) is responsible for the day-to-day programme management, supplies
potential applicants with information, provides advice during the application process and accompanies the
applicants until the project is finished. The JTS assists, the Managing Authority (MA), the Certifying
Authority (CA), the Audit Authority (AA), the Monitoring Committee (MC) and the Steering Committee (SC)
in carrying out their respective duties.

The Joint Technical Secretariat will be locate@Gifansk, Poland

Candidates for all positions should be able to destrate strong organizational, IT, communicatiod an
interpersonal skills and have the ability to harallgide and varied workload.

Candidates are expected to have thorough undenstpiofi economic, social and physical development
issues at EU, national, regional and local levehefProgramme area.

Terms of employment

The positions are based on a full-time contractennBolish law. The positions are linked with the
programming period of the South Baltic Cross-boxderoperation Programme.

The Programme implementation starts in 2007 arid lagil the end of 2015.

Salaries
The competitive salary will be related to qualifioas, experience, and most importantly, the costs
generated by the fact of living abroad.

APPLICATION:
Interested applicants for above positions shoutshsuthe following:

1. Curriculum Vitae with a passport-size photograph.

2. A cover letter in English of no more than two pagesefly describing the suitability of the
candidate for the position in relation to the taaks qualifications relevant to the post; moreover,
please declare the Reference number on the cdter. le

3. Proof of education (translated into English), pssfenal experience and language knowledge
(verified copy).



4. The following signed statement: | agree for my peesd data, contained in the C.V., to be processed
for recruitment purposes, in conformity with thetAm Personal Data Protection (Dz. U. nr 133,
po0z.883 of 21 August 1997).

All the documents shall be submitted in English
Applications should be sent by mail to the follog/iaddress:
Cooperation Fund Fundation

Dziat Kadr i Ptac

ul. Gornalaska 4A

00-444 Warszawa

POLAND

Please declare on the envelope the Reference Number

Moreover, the cover letter should be also send bynag to the following address:
rekrutacja.southbaltic@cofund.org.pl

THE CLOSING DATE FOR ABOVE POSITIONS: 11 April 2008 .
Interviews with short listed candidates will be hadl in the middle of April 2008 in Gdaisk.

For further questions or information please contactKrystyna Bidwell-Pore¢bska — e-mail address:
rekrutacija.southbaltic@cofund.org.pl

Reference: JTS — SB/01/08: Head of the JTS

Responsibilities of the Head of the Joint Technical Secretariat for the South Baltic Programme

TheHead of the JTSbears overall responsibility for the work of tHeSJ He/she ensures that all the tasks of
the JTS laid down in the South Baltic OperationalgPamme are completed in due time and with proper
quality. The head also supervises if the JTS warkdine with all EU and national regulations and
Programme procedures.

Exampletasks of the Head of the Joint Technical Secretariat

« co-ordinating and prioritizing the tasks of the Jrfl organizing its daily work;

e providing Programme management support;

< co-ordinating staffing and motivating the JTS staffhe pursuance of the defined objectives;

» providing technical support for the Monitoring Coittee and the Steering Committee, incl.
participation at the MC and SC meeting;

* ensuring that necessary Programme and/or projecindentation (minutes, reports, etc) are prepared;

< developing and maintaining effective relationshighvwhe different stakeholders of the Programme at
national, regional or local level;

« co-ordinating the project assessment procedure;

* holding the responsibility to prepare individualbSidy Contracts for approved projects;

« analysing, capitalising and promoting projects ltssu

« co-ordinating, together with the MA, the developtnand implementation of the communication plan
for the Programme;

» ensuring efficient and rapid information flow betmethe implementation bodies of the Programme
and project implementation, as well as reportingualbhe progress in Programme implementation;

« representing the South Baltic Cross Border Co-djmerdrogramme at different Programme events,
working meetings, as well as any other meeting@BU, national, regional, and local levels;



« coordinating the organization of events (trainiegigars, workshops, conferences, etc) relatedeto th
issues of the Programme;

< coordinating the works (incl. division of tasks) tbe Contact Points located in Denmark, Germany,
Lithuania, and Sweden;

« performing other relevant duties deriving from thanagement of the Programme.

Profile and qualifications of the Head of the Joint Technical Secretariat
Education and professional experience

e university degree;

e at least 4 years of experience in EU funded Progranmplementation (preferably INTERREG,
Structural Funds, Phare CBC);

« atleast 2 years of experience in team leading;

e experience in financial management;

e experience in working in an international enviromme

« ability to work in stress conditions.

Competencies

» thorough knowledge of European Union regional polic

* in-depth knowledge of the social and economic fegtof the South Baltic Programme area;

« ability to establish and maintain effective workiredationships with people of different nationablan
cultural backgrounds;

< analytical, problem-solving and good negotiatiod anmmunication skills.

Languages

Fluent in spoken and written English and in ongleage of the Programme area. Knowledge of more then
one of the Programme area languages more will heidered as an asset.

Reference: JTS — SB/02/08: Programme Officer

Responsibilities of the Programme Officer of the Joint Technical Secretariat

The Programme Officer will be responsible for the implementation of theuth Baltic ProgrammeThe
Officer will be in charge of providing advice anafarmation on implementation, reporting and budgeta
issues to the applicants.

Example tasks of the Programme Officer according to the main JTS tasks as defined in the Chapter 11 of
the Operational Programme are:

e providing Programme management support, what irduthe preparation and implementation of
decision taken in the MC and the SC drafting ofutes, development of programme documents, etc.;

e ensuring that monitoring reports and information project and programme progress and
implementation are provided to the MA, the MC;

¢ informing the MA and the MC on the Programme impdatation;

- facilitating the project generation process (ergvigling assistance to potential project benefiemm
their partner search and the development of thejept ideas);

« analyzing and appraising project applications;

» providing technical support during the project émdion phase;

e supporting of the project applications assessmanigted during calls for proposals and preparing
the list of projects (with recommendations for ap@) and then the respective decisions of the
Steering Committee;

« coordinating preparation individual Subsidy Contsdor approved projects;

« analysing, capitalising and promoting project resul



informing the MA/MC if financial progress and mamiing is off-schedule, if budget reallocations
become necessary, or if any other problem requasdution;

preparing annual reports to the European Commission

being actively involved in the implementation obBramme support activities, incl. participating and
contribute to project/Programme seminars and cenfars as appropriate;

co-ordinating the maintenance of the Programmebdata

Profile and qualifications of the Programme Officer of the Joint Technical Secretariat

Education and professional experience

university degree, preferably in European Studidjtical Studies, International Relations, Law,
Regional Development, Public Administration or otredated field;

at least 2 years of experience with the administnabdf Structural Funds and/or EU programme / or
international project implementation (preferablyTEBRREG, Structural Funds, Phare CBC);
experience in financial management of projectsitaniced from the EU;

experience in working in an international enviromme

ability to work in stress conditions,

driving license.

Competencies

excellent computer skills are required with respedlS Office;

ability to propose solutions for transnational acistrative procedures related to the Programme
management, including legal settings, audit androbrequirements;

excellent analytical skills.

Languages

Fluent in spoken and written English. Knowledgeableast one of the Programme area languages nilbre w
be considered as an asset.

Reference: JTS — SB/03/08: Financial Officer

Responsibilities of the Financial Officer of the Joint Technical Secretariat

The Financial Officer will be responsible for the financial monitoring the South Baltic projects. The
Officer will be in charge of providing advice anadfarmation on implementation, reporting and budgeta
issues to the applicants and coordinating finansgales on the Programme level.

Example tasks of the Financial Officer according to the main JTS tasks as defined in the Chapter 11 of
the Operational Programme are:

being responsible for financial management of tregRmme;

acting as a contact person and advisor for findrespects of the projects co-financed by the
Programme, providing support and advice to the Ledaeheficiaries, concerning contract

implementation, eligibility of expenditure and fir@al reporting;

analyzing and appraising project applications;

preparing individual Subsidy Contracts for appropegiects;

analysing, capitalising and promoting project resul

collecting and reviewing financial reports subndtt®y the project partners;

advising the Lead Beneficiaries if financial praggeand monitoring is off-schedule, if budget
reallocations become necessary, or if any othanfiral problem requires resolution;

managing major budget reallocations in the projects



« reporting on financial progress of the projectspider to allow financial monitoring at Programme
level,

¢ assisting in the technical implementation of thegPamme;

e preparing input to the annual implementation report

 assisting in servicing to Monitoring and Steerimgn@nittees;

e providing Programme management support, what ireduthe preparation and implementation of
decision taken in the MC and the SC drafting ofutes, development of Programme documents, etc.;

¢ maintaining of the Programme database;

e participating and contributing to information andomotion activities (eg. training seminar,
workshops, partner search forums).

Profile and qualifications of the Financial Officer of the Joint Technical Secretariat
Education and professional experience

e university degree, preferably in Finances, Econemi&uropean Studies, Political Studies,
International Relations, Law, Regional Developméutblic Administration or related field;

e at least 2 years of experience with the financiiaistration of Structural Funds and/or EU
Programme/ or international project implementatjoreferably INTERREG, Structural Funds, Phare
CBC);

» experience in working in an international enviromte

« ability to work in stress conditions.

Competencies

» excellent computer skills are required with respedi!S Office;

« ability to propose solutions for transnational awistrative procedures related to the Programme
management, including legal settings, audit androbrequirements;

« excellent analytical skills;

« experience in financial management and budgetimgfembly in cross-border, transnational and
interregional co-operation programmes (will be ddered as an asset).

Languages

Fluent in spoken and written English. Knowledgeableast one of the Programme area languages nilbre w
be considered as an asset.

Reference: JTS — SB/04/08: Project Manager (from #amiddle of May 2008)

Responsibilities of the Project Manager of the Joint Technical Secretariat

The Project Manager will be responsible for the monitoring of a porifobf the South Baltic projects. The
Manager will be in charge of providing advice antbimation on implementation, reporting and budgeta
issues. The general tasks at this post are thamiated with this role, such as project assessiaet
project monitoring.

Exampletasks of the Project Manager according to the main JTS tasks as defined in the Chapter 11 of the
Operational Programme are:

- facilitating the project generation process (ergvigling assistance to potential project benefiemm
their partner search and the development of thejept ideas);

» providing technical support during the project agation phase;

« analyzing and appraising project applications;



« assessing project applications submitted durintg dal proposals and preparing the list of projects
(with recommendations for approval) and then tispeetive decisions of the Steering Committee;

e preparing individual Subsidy Contracts for appropegiects;

e acting as a contact person and advisor for alafipects of the selected projects, providing suppuit
advice to the Lead Beneficiaries, concerning catiraplementation;

* advising the Lead Beneficiary if financial progreaad monitoring is off-schedule, if budget
reallocations become necessary, or if any othanfifal problem requires resolution;

« collecting and reviewing progress reports submiltgdhe project partners;

< providing monitoring reports and information on ject and programme progress and implementation
to the MA, the MC;

< analysing, capitalising and promoting project ressul

 assisting with the technical implementation of Fregramme;

e preparing of annual reports to the Commission;

e providing Programme management support, what ireduthe preparation and implementation of
decision taken in the MC and the SC drafting ofutes, development of programme documents, etc.;

* being actively involved in the implementation ohet Programme support activities like partnership
search events or quality forums, incl. participgtiand contributing to project seminars and
conferences as appropriate;

« organising and contributing to Lead Beneficiary s&rs concerning legal and financial matters;

¢ maintaining of the Programme databases.

Profile and qualifications of the Project Manager of the Joint Technical Secretariat
Education and professional experience

* university degree, preferably in European StudiRdjtical Studies, International Relations, Law,
Regional Development, Public Administration or otredated field.

» at least 2 years of experience with the adminismadf Structural Funds and/or EU programme/ or
international project implementation (preferablyfTBBRREG, Structural Funds, Phare CBC);

e experience in working in an international enviromme

« ability to work in stress conditions.

Competencies
« excellent computer skills are required with respedilS Office;
« ability to propose solutions for transnational awistrative procedures related to the Programme
management, including legal settings, audit androbrequirements;
« excellent analytical skills.
Languages
Fluent in spoken and written English. Knowledgeableast one of the Programme area languages nilbre w

be considered as an asset.

Reference: JTS — SB/05/08: Project Manager (from #hnmiddle of May 2008)

Responsibilities of the Project Manager of the Joint Technical Secretariat

The Project Manager will be responsible for the monitoring of a porifobf the South Baltic projects. The
Manager will be in charge of providing advice antbrmation on implementation, reporting and budgeta
issues. The general tasks at this post are thasiated with this role, such as project assessiaecht
project monitoring

Example tasks of the Project Manager according to the main JTS tasks as defined in the Chapter 11 of the
Operational Programme are:



facilitating the project generation process (ergviging assistance to potential project benefiemm
their partner search and the development of thejept ideas);

providing technical support during the project &mdion phase;

analyzing and appraising project applications;

assessing project applications submitted durints dar proposals and preparing the list of projects
(with recommendations for approval) and then tispeetive decisions of the Steering Committee;
preparing individual Subsidy Contracts for appropegiects;

acting as a contact person and advisor for alafipects of the selected projects, providing suppuit
advice to the Lead Beneficiaries, concerning catiraplementation;

acting as a contact person and advisor for findrespects of the projects co-financed by the
Programme, providing support and advice to the Ldaeheficiaries, concerning contract
implementation, eligibility of expenditure and fir@al reporting;

advising the Lead Beneficiary if financial progreaad monitoring is off-schedule, if budget
reallocations become necessary, or if any othanfifal problem requires resolution;

managing major budget reallocations in the projects

reporting on financial progress of the projectspider to allow financial monitoring at Programme
level;

collecting and reviewing progress reports submitedhe project partners;

providing monitoring reports and information on jet and programme progress and implementation
to the MA, the MC;

analysing, capitalising and promoting project resul

assisting with the technical implementation of flregramme;

preparing annual reports to the Commission;

providing Programme management support, what ieduthe preparation and implementation of
decision taken in the MC and the SC drafting ofutes, development of programme documents, etc.;
being actively involved in the implementation ohet Programme support activities like partnership
search events or quality forums, incl. participgtiand contributing to project seminars and
conferences as appropriate;

organising and contributing to Lead Beneficiary s&rs concerning legal and financial matters;
maintaining of the Programme databases.

Profile and qualifications of the Project Manager of the Joint Technical Secretariat

Education and professional experience

university degree, preferably in European Studisljtical Studies, International Relations, Law,
Regional Development, Public Administration or otredated field.

at least 2 years of experience with the administmadf Structural Funds and/or EU programme/ or
international project implementation (preferablyTBRREG, Structural Funds, Phare CBC);
experience in working in an international enviromte

ability to work in stress conditions.

Competencies

excellent computer skills are required with respedilS Office;

ability to propose solutions for transnational awistrative procedures related to the Programme
management, including legal settings, audit androbrequirements;

excellent analytical skills;

experience in financial management and budgetimgfemably in cross-border, transnational and
interregional co-operation programmes will be cdesed as an asset.

Languages



Fluent in spoken and written English. Knowledgeableast one of the Programme area languages nilbre w
be considered as an asset.

Reference: JTS — SB/06/08: Information Officer

Responsibilities of the Information Officer of the Joint Technical Secretariat

The Information Officer will assist the Head of tG&S in fulfilling tasks in the fields of informat,
publicity and coordination.

Example tasks of the Information Officer according to the main JTS tasks as defined in the Chapter 11 of
the Operational Programme are:

promoting and providing information about the Peogme and its objectives;

drafting of the annual Information and PublicityaPlfor the Programme;

being responsible for implementation of the Comroatidon Plan and annual information plans;

being responsible within the JTS for informatiord garomotion activities (those to be carried out by
the JTS alone and those to be carried out in coatipa with other institutions involved in the
Programme implementation, especially Contact Pa@intsRegional Contact Points for Poland);

being responsible for management, developmentiremdtenance of the Programme’s website;
assisting in arranging/monitoring outside-eventgonnection with TA activities (meetings, forums,
presentations);

administrating of calls for proposals/jobs/serviagsplications (printing of information material,
advertisements, calls for project proposals etc.);

advising Lead Beneficiaries and other programmeraategarding opportunities and obligations for
information and publicity;

promoting project results;

assisting the compilation and distribution of imf@tion material (leaflets, press releases);

organising and contribute to Lead Beneficiary sersn

organising project/Programme seminars and confegeas appropriate;

being actively involved in the implementation ohet Programme support activities like partnership
search events or quality forums;

assisting and contributing to the drafting of thewal progress reports to the EC;

co-ordinating works of the Contact Points and ReglidContact Points for Poland in their respective
duties.

Profile and qualifications of the Information Officer of the Joint Technical Secretariat

Education and professional experience

university degree, preferably in European Studisljtical Studies, International Relations, Law,
Regional Development, Public Administration, Palbtielations or other related field.

at least 2 years of experience with the administmadf Structural Funds and/or EU programme/ or
international project implementation (preferablyTBRREG, Structural Funds, Phare CBC);
experience in working in an international enviromte

ability to work in stress conditions.

Competencies

excellent computer skills, including MS Office, @brinternet;

experience in information and promotion activitiggeferably in cross-border, transnational and
interregional co-operation programmes (will be éodeed as an asset);

very good communication skills;

creative and problem-solving oriented;



driving license.

Languages

Fluent in spoken and written English. Knowledgeabfeast one of the Programme area languages nilbre w
be considered as an asset.

Reference: JTS — SB/07/08: Office Assistant

Responsibilities of the Office Assistant of the Joint Technical Secretariat

The Office Assistant will provide support to theSJadministration.

Example tasks of the Office Assistant according to the main JTS tasks as defined in the Chapter 11 of the
Operational Programme are;

ensuring the secretarial support to the whole JTS;

managing office supply and liaise with local antkinational suppliers, etc.;
organising JTS missions, travel and accommodation;

being responsible for files keeping and archives;

contributing to editing relevant documents;

supporting to the organization of Programme/JTStimge

Profile and qualifications of the Office Assistant of the Joint Technical Secretariat

Education and professional experience

university degree;

at least 2 years of experience in an office adrratisn in an international environment;

knowledge of European Union regional policy, espicicross-border cooperation programmes
(INTERREG, European Territorial Cooperation);

experience in working in an international enviromineith different administrative traditions;

ability to work in stress conditions.

Competencies

excellent computer skills, including MS Office, éntet;
experience in office administration;

very good communication skills;

creative and problem-solving oriented.

Languages

Fluent in spoken and written English. Knowledgeableast one of the Programme area languages nilbre w
be considered as an asset.



