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TERMS OF REFERENCES
(ToR)
„Project Officer for the project “EUSAIR Stakeholders Engagement Point – StEP”

Position: Project Officer for the ADRION strategic project “EUSAIR Stakeholders 
                Engagement Point – StEP”

RESPONSIBILITIES AND TASKS OF THE PROJECT OFFICER

The main task of the Project officer is to assist the BiH Project Partner, i.e., the Directorate of the European Integration of BiH in the project implementation in all foreseen aspects.

The Project Officer will perform the following duties:

· Technical assistance for the implementation of the Project,
· Conducts publicity and visibility activities related to the Project and IPA ADRION program,
· Maintenance of financial data records (project budget planning, cash flow, cost incurred, funds disbursed and daily maintaining records of remaining funds),
· Preparation and submission of financial progress reports to the First Level Control (FLC) for validation and submission of payment claims to the Lead Partner and Joint Secretariat of the ADRION program,
· Preparation of requests for project modifications and amendments to the project plan,
· Participation in public procurement and subcontracting procedures including preparation of related technical documentation for activities and costs planned under the Project,
· Ensuring immediate reporting of any irregularities identified and support to all aspects of financial audit,
· Ensuring that all documents are properly filed/archived either in physical or electronic form, or both,
· Technical and administrative support (minutes/conclusions),
· Organization of travels and events,
· Support to stakeholder consultations and other activities,
· Monitoring of project implementation,
· Participates in preparation of reports on Project implementation,
· Participates in program documents updating,
· Cooperating with other project partners on the implementation of the Project,
· Fulfilment of other tasks assigned by the DEI in performing its role of the project partner in BiH.
LOCATION AND DURATION
Duration: 50 months
Location: Premises of the Directorate for European Integration (DEI) in Sarajevo, BiH 

PROJECT OFFICER QUALIFICATIONS

General qualification (prescribed by law):
	Eligible candidate must:

· be over 18 years old, 
· be the citizen of Bosnia and Herzegovina,
· prove that no criminal proceedings have been initiated against him for a criminal offense for which a prison sentence of three or more years has been provided for or no prison sentence has been imposed on him for a criminal offense committed with intent in accordance with the criminal laws in Bosnia and Herzegovina,
· prove that he/she is not covered by the provisions of Article IX paragraph 1. of the Constitution of Bosnia and Herzegovina, 
· be physically and medically capable to perform the responsibilities and tasks of the job position to which he/she applies. 

Specific qualifications:
· University degree, faculty of social sciences, technical or natural sciences, VII degree of professional qualification or higher education of the Bologna system of education, evaluated with at least 240 ECTS points,
· At least 4 years of experience with higher education qualifications, following graduation, 
· [bookmark: _Hlk146719082]At least 1 year of relevant work experience in a state-level institution on coordinating the use of IPA funds,
· Al least 1 year of experience in managing projects funded by the European Union 
· At least 2 years of work in administrative bodies on the state-level of Bosnia and Herzegovina,
· Excellent knowledge of the PRAG procedures (“Procurement and Grants for European Union external actions - A Practical Guide”),
· [bookmark: _Hlk111191974]Experience in events organizations, 
· Knowledge of regulations and rules relating to taxation, accounting, reporting and relevant law on public procurement in BiH,
· Experience in project administration, operational procedures, supervision and monitoring,
· Knowledge of procedures and guidelines for project financing,
· Excellent fluency in English language (speaking and writing),
· Advanced knowledge of standard software packages (MS Office).




Project Officer skills
An analytical thinker with excellent problem-solving skills and ability to multi-task in a high volume, fast-paced work environment; a high level of self- motivation and the ability to set and meet goals; a team player in an international environment is of essential importance. 

Desirable skills:
· Knowledge of the basic settings of macro-regional strategies, with an emphasis on the European Union Strategy for the Adriatic-Ionian region;
· Excellent communication and presentation skills;
· Excellent organizational skills;
· The ability to define priorities and successful problem solving;
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