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TERMS OF REFERENCE (ToR)
Position: 
Administrative Assistant in the common Joint Technical Secretariat (JTS) for the IPA Cross-border Cooperation Programmes Montenegro – Albania and Montenegro – Kosovo 2014 – 2020 (hereinafter referred to as “programmes”) 

Location: 
JTS Main Office, Podgorica, Montenegro
Project: 
Technical Assistance for the management of bilateral Cross-Border Cooperation Programmes Montenegro – Albania and Montenegro – Kosovo 2014-2020
Expected duration: December 2019 – December 2022
PROJECT OVERALL OBJECTIVE

In accordance with the Commission Implementing Decision C(2018) 8222 adopting a Support measure for technical assistance for cross-border cooperation programmes between IPA II beneficiaries under the Instrument for pre-accession assistance (IPA II) for the year 2018 (dated 05 December 2018), the second technical assistance allocation under the Programme will be made available via direct award of a grant contract concluded between the Delegation of European Union to Montenegro (EUD MNE) and the European Integration Office of the Government of Montenegro (EIO). This grant contract and all subsequent ones will be used to support the work of the Operating Structures (OSs) in three participating countries and Control Body in Kosovo (CB), and of the Joint Monitoring Committees (JMCs) in ensuring efficient set-up, implementation, monitoring and evaluation of the Programme. This will be achieved through the operation of a JTS whose main office is located in Podgorica and its Antenna offices in Shkodra and Prishtine. The JTS will be in charge of the day-to-day management of the Programme and will be reporting to the OSs/CB and JMC.
In line with the Technical Assistance Grant Contract (TAGC), the Administrative Assistant shall ensure smooth administration of the JTS – performing administrative tasks related to JTS premises, staff and activities. He/she shall discharge duties in a period 2019-2022 and shall be responsible for:
· Assistance to OSs/CB/JTS/Contracting Authority (CA) in administrative tasks and procurement activities;

· Assist with the preparation of reports on technical assistance under the grant contract;
· Assistance to OSs/CB/JTS/CA in organizing information and promotional events and trainings (Partner Search Forums, trainings for grant beneficiaries, etc.); 


· Support to JTS in designing and developing the websites of the Programmes;

· Support to JTS in preparing design and producing promotional materials of the Programmes;

· Distribution, dispatching and delivering of mail for the JTS office, OSs/CB and CA;

· Driving and assistance in organization of travel for JTS/OSs/CB/CA staff members;

· Ensuring regular servicing and maintenance of company car;

· Support the Montenegrin OS in the administrative and logistical matters related to the management of the TAGC; 

· Providing administrative and logistic assistance to the JTS, OSs/CB and CA;

· Assist with the preparation and submission of requests for payments under the grant contract, related documentation and any amendments;
· Fulfilment of any other tasks assigned by the Head of the JTS/OSs/CB/CA.

Formally, Administrative Assistant will work under the supervision of the Head of JTS and will regularly report to the Head of JTS through timesheets. 

The working place will be based in the JTS Main Office. The position includes also travelling, mainly throughout the programme area for assisting in organization and attending different events in the field.

Qualifications

Minimum qualifications and skills:
· High school degree;
· A minimum 5 years of professional experience;

· Upper intermediate written and spoken English language and fluency in official language of Montenegro;

· Basic IT skills (Microsoft Office, internet etc.);

· Driving license.
