EU-funded Project TR 08 IB SO 01"Promoting Gender Equality in Working Life" between  the Turkish Ministry of Labour and Social Security and the German Federal Ministry of Labour and Social Affairs (EU-Twinning Programme) offers vacancy for: 
RTA Assistant with European and project management experience, 

Tasks:


· General support to the Resident Twinning Advisor (RTA) in terms of office and project management including some financial management:

· record keeping, correspondence, drafting of minutes of meetings and compiling / drafting annexes of the intermediate and final reports; 
· support to research activities (internet, library services, etc); assistance in the implementation of training programmes; 
· translating project materials from/to Turkish/German and Turkish/English; assisting the RTA in identifying, contracting and monitoring translation and interpretation services; 
· supporting the RTA and short-term experts from the MS and other foreign experts involved in the project, especially in organisational and administrative matters, and any other issues related to their work in a foreign country.
Profile:

· Excellent command of Turkish and English and preferably also very good German language skills;
· experience in interpretation and translation; 
· knowledge of the political, legal and administrative situation in Turkey (knowledge of the field of gender equality in working life being an additional asset); 
· experience in office management and accounting; acquaintance with relevant office software;
· good organisational skills and flexibility regarding working time; 
· willingness to perform business trips (including overnight stays); 
· excellent interpersonal and communication skills and a high sense of responsibility;
· basic knowledge of EU institutions and policies (experience with EU Twinning Projects being an additional asset);
· Relevant university degree at least at BA level and more than 3 years of relevant professional experience are necessary.  
Conditions:
Duration of service contract: 18 months



Availability as of mid-May 2010 (foreseen)

Location: Ankara
Please be informed that interested candidates shall not currently have or recently have had (in the past 6 months) any contractual relationship with the Turkish Ministry of Labour and Social Security.

If you are interested in one of these positions, please send your CV with an application letter per fax or email to Mr. Joachim Hülsmann, Gesellschaft für Versicherungswissenschaft und -gestaltung (GVG) e.V., Cologne/Germany, fax: +49/221/912867-10, email: j.huelsmann@gvg-koeln.de, referring to the position of your interest, quoting the reference: Twinning Turkey Gender Equality, as soon as possible (latest by 19th March, 2010).

