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RECRUITMENT FOR THE EUROPEAN AGENCY FOR SAFETY AND HEALTH AT WORK (BILBAO)
The European Agency for Safety and Health at Work is a decentralised agency of the European Union, established in 1996 and based in Bilbao. 

The aim of the European Agency for Safety and Health at Work is to promote safe, healthy and productive workplaces by providing the Community institutions, the Member States and those involved in health and safety at work with technical, scientific and economic information. 

The Agency is organizing a selection procedure with a view to drawing up a reserve list for the recruitment of temporary agents for the following position:

EUOSHA/B/05/6 Assistant Information and Communication Technologies Manager (B*3), 3 year renewable contract

1. JOB FRAMEWORK

Within the Agency’s Resource and Service Centre Unit, and the Information and Communication Technologies (ICT) Section, the Assistant Information and Communication Technologies Manager reports to the Head of Resource and Service Centre, under the daily guidance of the ICT Manager.

For additional information on the Agency please see http://osha.eu.int.

2. JOB PROFILE

2.1. Overall purpose

The jobholder is in charge of ensuring project and system management activities in the area of Web and other ICT applications.

2.2. Main duties

The Assistant ICT Manager is responsible for:

· Web related activities:

o
Internet:


System management of Agency’s Web portal and Content Management system (based on Zope technology);


Proposal and project management of new modules according to Agency’s needs;


Management of outsourced work and contractors;


System and security administration;


Technical support to Agency web managers;

o
Collaborative Extranet:


System management, administration and quality control activities (based on Opentext Livelink);


Proposal and project management of new or improved features;


Management of outsourced work and contractors;


Writing of guidelines and provision of training;


Technical support;

o
Intranet:


System and content management;


Proposal and project management of new features;


Writing of guidelines and provision of training.

· ICT Project management:

o
Project management of Agency’s internal information systems projects, including:


Workflow and e-process systems;


e-procurement system;


Business Intelligence and reporting.

· Assistance to ICT Manager related to the following:

o
Definition of ICT strategy and policies;

o
Preparation of ICT annual work plan and budget definition;

o
Definition of procedures and guidelines related to ICT.

o
Planning and organization of contractual and procedural works (tender procedures, outsourcing, specifications, QC and QA);

o
Definition and organization of internal training;

o
Provision of assistance in setting-up and maintaining the ICT infrastructure.
3. JOB REQUIREMENTS

3.1. General terms and conditions

· Be a national of one of the Member States of the European Union;

· Enjoy your full rights as a citizen;

· Have fulfilled any obligations imposed on you in your home country by the laws on military service;

· Meet the appropriate character requirements for the duties involved.


These conditions must be met on the closing date of applications. 

· Be physically fit to perform the duties;

3.2. Specific conditions

3.2.1. Certificates, diplomas and professional experience


You must have: 


A level of education that corresponds to

· (i) a certificate of post-secondary education 

OR

· (ii) A certificate of secondary education giving access to higher education and at least 3 years full time professional experience, relevant to the duties concerned;

In addition to the above-mentioned certificates and professional experience, you must have at least 3 more year’s full time professional experience, relevant to the duties concerned.

3.2.2 Knowledge of languages

You should be fluent in English, both spoken and written, with a good command of at least one other official language of the European Union. 

3.2.3. Job-specific skills and competencies:

o
Technical skills


Good knowledge and experience of Web Portal Builders and Content Management Systems (Zope in particular);


Good knowledge and experience of Collaborative Extranet systems (Opentext Livelink in particular);

· Good knowledge of Internet technologies and trends;

· Personal competencies

· Good analytical skills and writing skills;

· Good sense of initiative combined with organizational skills including the ability to manage several different projects at the same time;

· Excellent social and interpersonal skills including the ability to liaise effectively with people at all levels of the organisation and externally; ability to coach a team and coordinate the work of external contractors;

· Personal management skills: showing drive for results while being quality conscious, stress resistant, willingness to learn and develop oneself continuously, flexibility and willingness to accept responsibilities;

· Motivation and reliability;

· Integrity;

· Customer orientation;

· Ability to work in an international environment and to deal with diversity.

3.2.4. Assets to be considered advantageous for selection

· Good knowledge of GNU/Linux and MS Windows server and client environments, TCP/IP, web servers, DNS and proxy;

· Good knowledge of Databases management (ORACLE, MySQL, PostgreSQL);

· Experience with EU public procurement and preparation of calls for tenders.
4. SUBMISSION OF APPLICATIONS

· Application forms and a notice with the detailed description of the post are readily accessible through the Internet on the Agency’s web http://osha.eu.int/. Documentation can also be obtained by sending a fax or a letter indicating the reference of the post to the European Agency for Safety and Health at Work, Gran Via, 33, E-48009 Bilbao, Spain, Fax +34 94 479 43 83. 

· Candidates applying for more than one post should submit one form for each application. Each application form must include photocopies in A 4 format of diplomas, certificates and other supporting documents concerning professional experience as well as proof of nationality. Incomplete applications will not be considered. 
· Candidates must be prepared to submit proof of other qualifications upon request. Successful candidates included in reserve lists will be required to produce originals of their diplomas, academic qualifications and employment certificates.
· In order to facilitate recruitment procedures, candidates are invited to send a complete parallel application form in English, the language in which the Agency mainly works.

· Candidates are requested to send the above mentioned form, duly signed, with all documentary evidence and the reference number of the selection (EUOSHA/B/05/6) clearly indicated on the application form and on the envelope, by registered post only, not later than 30/01/2006 (date of postmark) to the following address:

European Agency for Safety and Health at Work

Gran Via 33

E-48009 Bilbao, Spain
· Candidates will be eliminated if they:

· send their application after the closing date, as evidenced by the 


postmark;


o
fail to sign their application form;

· do not use and duly complete the official application form;

· do not meet the general conditions described in the job description

· fail to attach a proof of nationality. 


· The Agency regrets that, due to the large volume of applications it receives, only candidates of particular interest will be contacted.

5. SELECTION PROCEDURE

A Selection Committee is appointed for each selection procedure. The Selection Committee will analyse the applications to assess their compliance with the job requirements specified above. On this basis the Selection Committee will identify the best admissible candidates and invite them for an interview, which could include other appropriate testing.  

The work of the selection committee and its deliberation is confidential. Candidates shall not make direct or indirect contact with the Selection Committee or have anybody do so on their behalf. The Appointing Authority reserves the right to disqualify any candidate who disregards this instruction. 

All inquiries for information should be addressed to info-recruitment@osha.eu.int by letter to the European Agency for Safety and Health at Work, Gran Via 33, E-48009 Bilbao, Spain, quoting the reference of the competition.

Equal opportunities

The Agency is an equal opportunity employer and accepts applications without distinction on the grounds of age, race, political, philosophical or religious conviction, gender or sexual orientation and regardless of disabilities, marital status or family situation. 

6. ENGAGEMENT AND CONDITIONS OF EMPLOYMENT

The engagement for a vacant post will be decided by the Agency’s Director on the basis of a reserve list of candidates proposed by the Selection Committee. Candidates should note that an inclusion to the reserve list does not guarantee recruitment. The established reserve list may be used for the recruitment of a similar post depending on the needs of the Agency and will be valid until the end of the year following the year of engagement concerned by this selection process (the validity of the reserve list could be extended).

A contract offer will be made pursuant the conditions of employment of other servants of the European Communities (see http://europa.eu.int/comm/reform/2002/index_en.htm) for a three-year period, which may be renewed. 


Category and grade


The successful candidate will be recruited to grade B*3.


Place of employment

Employment will be at the Agency’s headquarters, located in Bilbao, Spain. 

The Agency has a written smoking policy.

Pay and welfare benefits

The jobholder’s monthly basic salary B*3 step 1 will be approximately 3,000 Euro net of national income tax (see below). In addition to this basic salary the jobholder may be entitled to various allowances, in particular an expatriation or foreign residence allowance and family allowances, including household allowance, dependent child allowance, pre-school allowance and an education allowance, which may represent a significant percentage of the total remuneration. 

Under certain circumstances, in particular where the jobholder is obliged to change his/her place of residence in order to take up employment, the Agency may also reimburse various expenses incurred on recruitment, notably removal expenses.

The salary of the jobholder is subject to a Community tax deducted at source and is exempt from national tax. The salary package includes the European Community social security and pensions schemes. Candidates are invited to familiarize themselves with employment conditions as stated in the document “Staff Regulations of Officials of the European Communities, Conditions of employment of other servants of the European Communities”. 










� As a condition for the engagement, the successful candidate shall be medically examined in order that the Agency may be satisfied that he/she fulfils this requirement of Article12  (d) of the Staff Regulations, Conditions of employment of other servants of the European Communities. 
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