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OFFICE MANAGER
JOB DESCRIPTION
1. Employer

State Regional Development Agency (SRDA) 

2. Administrative Unit

Estonia – Latvia - Russia Joint Technical Secretariat (JTS)
3. Job Title, Occupational Classification Code 

Office Manager
4. Subordination

Head of Joint Technical Secretariat
5. Objective

To ensure the implementation of Estonia – Latvia – Russia Cross Border Cooperation Programme 2007-2013 within European Neighbourhood and Partnership Instrument (hereinafter – Programme).
6. Duties
6.1. to carry out general office work (handling correspondence, mailing, mailing and address lists, filing, external communication, copying, maintenance, etc.); 

6.2. to provide competent information and responding to inquiries from general public contacting the JTS; 

6.3. to assist in preparing and administration of data/documents/information for the JTS internal use (such as time sheets, joint calendar, minutes of internal meetings, holiday plan, etc.); 

6.4. to organize/monitor/check travel arrangements for the JTS staff and Joint Monitoring Committee(JMC)/Selection Committee/Joint Task Force members;

6.5. to organize/ monitor the supply of office supplies, equipment and related services; 

6.6. to assist with arranging and monitoring internal and external events (meetings, seminars, conferences, etc.); 

6.7. to support international staff with arrangements related to moving, housing, residence permissions, health insurance, etc.; 

6.8. to develop basic networking and contacts with other institutions involved in the implementation of the Programme; 

6.9. to contribute to reports on project and the Programme progress to the Joint Managing Authority (JMA), the JMC, the European Commission (EC); 

6.10. to cooperate with the JMA and the SRDA as well as other institutions for implementation the entrusted tasks; 

6.11. in case of tasks carried out by external contractors, draft task descriptions and monitor their performance;
6.12. to provide assistance to the Information Manager;

6.13. to prepare documentation for launching public procurement procedures for the JTS;

6.14. regularly update the JTS work plan;

6.15. to contribute to the development of the Programme procedures and internal procedures of the JTS;
6.16. to communicate  with the SRDA Personnel Department in the field of staff related issues;

6.17. to communicate  with the SRDA Legal Department regarding administrative functioning issues;

6.18. to communicate with the SRDA Accounting Department concerning salaries, reports and other financial issues ;

6.19. to communicate with the SRDA Administrative Department on issues related to daily office running;

6.20. to communicate with the SRDA Administrative Department on issues related to deliveries, work materials and accessories, mailing correspondence duties;

6.21. to organize internal information distribution within the JTS, as well as with the JMA and other relevant counterparts; 
6.22. to make car reservations for the JTS needs;
6.23. to carry out other tasks related to the Programme implementation entrusted by the Head of JTS.

7. Authority / Competence
7.1. to decide on issues in the area of competence;

7.2. to become acquainted with legal and administrative orders related to the functioning of the JTS;

7.3. to correspond on matters related to tasks;

7.4. to participate in educational activities and trainings;

7.5. to participate in various committees, task forces, working groups etc.;

7.6. to request and receive information and documents from institutions cooperating with the JTS;

7.7. to be supplied with the necessary technical equipment, office logistics, stationery and information;

7.8. to cooperate with other institutions.

8. Required Qualifications
8.1. excellent knowledge of Latvian and English languages, both – oral and written, knowledge of Estonian and Russian will be considered as advantage;

8.2. very good communication, correspondence and inter-personal skills;
8.3. ability to work in multi cultural environment;

8.4. computer literacy;
8.5. office management skills.
9. Required experience 
9.1. minimum three years experience of office and administrative work;

9.2. experience with organising events and carrying out basic procurement assignments;

9.3. awareness on European Union policies; 
9.4. awareness of Latvian policies. 

10.  Cooperation 
Cooperation with the JMA, members of the JMC, the National Authorities in Republic of Latvia, Republic of Estonia and the Russian Federation, other ENPI Cross Border Cooperation and European territorial cooperation programmes, potential beneficiaries and beneficiaries, relevant European Commission services, mass media etc. 

11.  Responsibilities

11.1. responsible for effective, efficient, timely and qualitative fulfilment of entrusted tasks;

11.2. responsible for providing timely and accurate information;

11.3. responsible for safe maintenance of equipment and other resources entrusted by the Employer.

