VACANCY NOTICE N° COR/AD5-AD11/26/22
Directorate
Unit
Vacancy
Type of post
Date of publication
Deadline:

Administrator
Directorate for Members, Plenaries and Strategy
Unit A.I – Foresight, strategic planning, inter-institutional relations
AD5-AD11
ADMINISTRATOR
Publication under Article 29(1)(a),(b) and (c) of the Staff Regulations
30/06/2022
18/07/2022 at noon (Brussels time GMT + 1)

Your job and responsibilities
Are you willing to support the work of the Conference of Presidents (CoP)? Are you interested in supporting
strategic planning and foresight in the CoR?
As an administrator in our Unit, you will be responsible for:
o
o
o
o
o
o
o

o
o
o
o
o
o
o
o

providing administrative support to the CoP meetings;
preparations of in-house and external CoPs;
coordinating the timely delivery of documents from all relevant CoR services relating to points on the
agenda of the COP meetings;
drafting analyses, reports, etc. for the CoP, Bureau and Plenary, within the remits of the team;
contributing to the coordination and follow-up work of the CoP;
coordinating the CoR's inter-institutional relations at a horizontal level, maintaining regular contact
and cooperation with counterparts in other EU institutions;
coordinating the development and implementation of the CoR's strategic planning cycle in close
cooperation with the other Directorates, including through the joint management of the dedicated
Task Force;
coordinating the CoR's activities on Foresight, including relations with other institutions and input
from foresight activities of LRAs;
contributing to the development of projects led by Directorate A and coordinating the CoR Task Force
on Strategic Planning;
representing the Directorate and contributing to the work of the other Task Forces related to the
Unit's competencies;
participating in meetings of CoR statutory bodies and ensuring follow-up where necessary;
providing advice, as appropriate, to the Deputy Director and the Director;
acting as Operational Initiating Agent for procedures related to the above-mentioned activities;
ensuring the work is carried out in compliance with applicable regulations and procedures;
contributing to the communication on areas relating to the Unit's responsibilities and the Directorate,
within the Units, the Directorates of the CoR and across the institution. When required, you will also
represent the Directorate in relevant meetings;

o

contributing to creating a good team spirit and a positive working environment, in such a way that
team members stay motivated and continue to enhance their skills and experience.

Who are we? What are the challenges for us ahead?
The purpose of our Unit, which consists of 6 staff members, is to ensure the strategic planning of the CoR's political
bodies, to develop the inter-institutional relations and the foresight capacity of the institution with the aim of
increasing impact. We prepare and organise the work of the CoP. We ensure a cross-cutting Strategic Planning
process for the CoR's political and legislative work, coordinating and supporting the work of Task Force 1 on Strategic
Planning (with Directorate B). We monitor major political and institutional developments and establish effective
inter-institutional relations with the other EU institutions and Council Presidencies at horizontal level. We organise
the CoR's Foresight activities We manage the CoR's horizontal relations with the European and national associations
of local and regional authorities and with the Congress of the Council of Europe, coordinating with the six CoR
commissions. We lead on the modernisation of the overall working methods and processes of the institution, notably
through the use of digital technology, developing optimum lines of communication and interaction with and for
members.

Are you the talent we are looking for?
•

You have a thorough knowledge of an official language of the European Union and satisfactory knowledge of a
second official language of the EU. For functional reasons, a thorough knowledge of French or English is
required. Knowledge of other EU languages would be an advantage;

•

You have a relevant professional experience of at least 3 years related to the analysis of EU policies;

•

You have a sound experience in the area of coordination of projects, and are flexible in handling a variety of
dossiers;

•

You have knowledge of the role of the CoR and the other institutions and of their decision-making processes;

•

You have ability to draft clear and concise texts;

•

You have capacity to work in team, good interpersonal skills and diplomacy. The ideal candidate should be
service minded, have a good sense of initiative and responsibility, be reliable, resilient and willing to explore
new ways of interacting with services;

•

You have good knowledge and experience in the preparation, functioning and follow-up of CoR statutory
bodies (asset);

•

You have ability to work well under pressure and to meet deadlines;

•

You have a very good capacity to synthesise and explain complex information, and an ability to proactively
carry out projects;

•

You have a sense of integrity and discretion.

What we offer
•

A European institution on a human scale at the heart of the European quarter and easily accessible;

•

Flexible working hours and teleworking opportunities subject to the needs of the service;

•

An active talent management policy focusing on continuous development and training and a policy to
encourage internal mobility;

•

A friendly and dynamic working environment in which self-motivation, initiative and team spirit are valued;

•

An institution that promotes equal opportunities, diversity and non-discrimination to help nurture a respectful
and inclusive working environment and that is actively engaged in the consultation process prior to the
adoption of EU legislation.

Are you interested in this challenge?
If you have the skills we are looking for and think you fit the profile above, please apply using the online application
form: https://candpvc.cor.europa.eu/FormPVC.aspx?m=i&culture=en before noon on 18/07/2022.
Please remember to read carefully the appendix to this vacancy announcement.
The Secretary-General

(signed)
Petr BLÍŽKOVSKÝ
The European Committee of the Regions (CoR) is the political assembly which allows the views of regional and local
authorities to be heard when European Union policies are being devised and legislation drafted. It is an advisory
body which was created in 1994. Its consultative role allows its 329 members, and through them the regional and
local authorities they represent, to take part in the EU decision-making process.

