JOB ANNOUNCEMENT

Resident Twinning Adviser ASSISTANT


EU funded Project in TURKEY (TR-08 IB EN 04) titled Mining Waste Management seeks English, French and Turkish speaking full-time project assistant for a Twinning Project between Turkey and France in the field of mining waste management. The salary will be maximum 2000 Euro monthly. Undersecretary of Treasury, Central Financing and Contracting Unit (CFCU), in Turkey will be contracting authority.


Expected Starting Date :

February/march 2010
Duration of Job :

24 months

Place of Employment :

Ministry of Environment and Forestry – General Directorate for Environmental Management

Söğütözü Cd No: 14/E Beştepe ANKARA

REF : RTA ASSISTANT

Tasks

1. Dealing with all activities that are relevant under the project described in the project contract. In particular, the RTA assistant will support the RTA as a personal assistant in his duties of general management and project administration,

2. Office management and daily organisation of the RTA office (answering phone calls, organising and filing, sending and receiving faxes and e-mails, providing general clerical work etc.),

3. Project co-ordination, including organisation of workshops, working group meetings and other meetings, training activities in Turkey, discussions, seminars, making local travel arrangements (within Turkey) and hotel reservations for the RTA, for the short term experts and for the project leader. Assist the foreign experts in matters related to language problems or other problems due to being and working in a foreign country,

4. Organization and maintenance of contacts to the staff of the beneficiary institutions (MoEF) and other institutions involved in the project (e.g. Ministry of Energy and Natural Resources, MIGEM, MTA, EU Delegation, CFCU, etc.),

5. Proofreading of English, French and Turkish documents,

6. Drafting of written materials in relation to the project in Turkish, English and/or French,

7. Support in the writing of reports and plans,

8. Drafting of minutes of different meetings,

9. Help the Language Assistant in interpreting meetings and other oral conversation from English or French to Turkish and vice versa,

10. Other administrative tasks.

Qualifications

Applicants shall have the following qualifications;

1. University degree in law, political science, social science or language and literature or engineering,

2. Turkish native speaker,
3. Extensive experience in project implementation and management,
4. Excellent interpersonal and communication skills,
5. Excellent oral and written communications skills in Turkish, English and French languages,
6. Knowledge of legal and administrative situation in Turkey. Familiarity with geology or mining terminology will be an advantage,
7. Acquaintance with relevant software programmes (word, excel, outlook, internet, power point),
8. Willingness for overtime work and business trips (including overnight stays), flexibility regarding the working time,
9. The Twinning Manual states that the applicant is not a civil servant or agent of the beneficiaries (MoEF and MENR, past 6 months) nor is on leave from the beneficiaries to take up the position,
10. Previous experience in twinning projects will be an advantage.
Remuneration

The salary will be paid according to the Twinning Contract. Working contract will be signed for 24 months.

Place of Applications
The application (CV, up-to-date photo, photocopies of relevant qualifications) will be send by e-mail to the following address: f.cottard@brgm.fr
The deadline for applications is 12 of January at 17:00.

Short-listed candidates will be invited for an interview on 14-15 of January 2010.

If you have any questions, do not hesitate to contact with;

Resident Twinning Adviser (RTA)

Francis COTTARD

f.cottard@brgm.fr
+33 2 38 64 31 30

+33 6 79 29 00 59 

Resident Twinning Advisers Counterpart

Mr. Ayhan ŞEREF or 

Mr. Erdoğan KARACA

aseref@cevreorman.gov.tr, 

erdogankaraca@cevreorman.gov.tr
Ministry of Environment and Forestry

Çevre ve Orman Bakanlığı, Söğütözü Cad. No:14/E 06560 Beştepe

+90 312 207 65 07 or 

+90 312 207 65 20
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