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 THE SECRETARIAT
VACANCY NOTICE AND APPLICATION FORM

POSITION: 

SENIOR ADVISER 
OPENING DATE:
 7 April 2014
CLOSING DATE:
 5 May 2014
The Council of the Baltic Sea States

The Council of the Baltic Sea States (CBSS) serves as an overall regional forum for intergovernmental cooperation and coordination among the 11 CBSS Member States – Denmark, Estonia, Finland, Germany, Iceland, Latvia, Lithuania, Norway, Poland, Russia, Sweden, as well as the European Union. 
A Permanent International Secretariat was established in Stockholm in October 1998. The budget of the Secretariat is financed by annual contributions from the CBSS Member States as well as through project funds. The Secretariat is organised in a core team and specialised units. Currently there are 20 employees at the Secretariat. Additional information about the CBSS is available on www.cbss.org.
Job description 

The Senior Adviser works under the supervision of and reports to the Director General of the Secretariat. The Senior Adviser is responsible for providing secretarial/technical/analytical assistance and advice to the CBSS, initiate, assist in preparation and implement projects and to liaise with relevant stakeholders and networks in the region. The initial focus of the position will be on the future long-term CBSS priority of Safety and Security, implying mainly civil security related regional cooperation (e.g. cooperation against organized crime, border guard cooperation, nuclear safety, land-based disaster management etc). 
Reporting to the Director General of the Secretariat, your responsibilities will include the following:

· Project Development in relevant fields including devising financing solutions.
· Managing and/or monitoring the implementation of projects including awareness building and disseminating project results.
· Preparing high-quality background papers and strategic policy documents.
· Providing analytical and secretarial support to the Chair and relevant CBSS Expert Groups and Networks.
· Coordinating, networking and liaising with governmental organisations, non-governmental organisations, international organisations and regional stakeholders.
· Coordinating and contributing to the preparation of CBSS meetings and events related to the portfolio. 
The job description is intended to describe the general nature and level of work being performed by the incumbent of this position. It is not intended to be an exhaustive list of all responsibilities and activities required of the position. Responsibilities may vary and change over time, depending on the development of the CBSS and of the Secretariat in the general framework of Baltic Sea Cooperation.
The position of Senior Advisor involves frequent travel to destinations in CBSS Member States and occasionally beyond.
A competitive remuneration and allowances package, depending on expatriate status, professional background and family situation, is offered. 
Selection Criteria

All internationally recruited staff members of the Secretariat are nationals of a Member State of the Council of the Baltic Sea States and are nominated on the basis of merits in a manner which strives to take account of geographical representation, gender balance and the principle of rotation.
Individuals applying for the position should possess at least the following qualifications:

· A university degree in a field relevant to the position;
· A minimum of ten years of professional experience, including some of which are at the multilateral or regional international level and at a national level with relevance to the job description;
· Good understanding and appreciation of the context of the CBSS, as well as ability to navigate in a complex international environment, including the EU Strategy for the Baltic Sea Region, renewed Northern Dimension and other regional or national strategy documents of importance to the CBSS.
· Strong organizational skills – a team player able to handle a multitude of tasks and prioritize;
· Proven record of fundraising and/or project management;

· Strong and broad personal network and aptitude for liaison with various governmental, non-governmental and international organisations;
· Clear analytical skills and ability to make sound judgments, critical thinking and problem solving skills;
· Excellent communication, drafting and reporting skills;
· Excellent command of oral and written English is required. A working knowledge of Russian and/or other languages of the region in addition to your national language will be seen as an advantage handling this portfolio;
· Computer literacy in MS office tools;

Terms of employment

The Senior Adviser will be appointed for a period of four years with possibility of prolongation for up to two years. The suggested starting date for the position is 1 September 2014. 
The place of employment is Stockholm. 
Applications
Applications consisting of completed application form, CV and a letter of motivation should be submitted preferably via e-mail to: 

Mr. Jan Lundin
Director General

CBSS Secretariat

P.O. Box 2010

SE 103 11 Stockholm

Sweden

Fax +46 8 440 1944
E-mail  recruitment@cbss.org
All application documents must be presented in English.

Complete applications should be submitted not later than 5 May 2014. Applications received after the deadline will not be considered.

Further information on the position can be acquired from Ms. Gertrude Opira, Head of Administration, +46 8 440 1922 or Ms. Ligia Broström, Administrative Officer,+46 8 440 1932.
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APPLICATION FORM

SENIOR ADVISER AT THE CBSS SECRETARIAT
FOR INTERNAL USE ONLY

Please provide complete information.

This form may be downloaded from the CBSS website at www.cbss.org 

I. PERSONAL DATA

1. Name (last, first, middle)

2. Address, tel. /fax and e-mail address

3. Date and place of birth

4. Nationality

5. Gender

6. Marital status and number of dependents

II.  EDUCATION

Please, list colleges and universities attended. For each, please provide the following information: (i) name and place, (ii) years attended (from/to), (iii) degrees and honours received, (iv) major subjects studied.

III. SUMMARY OF PROFESSIONAL SKILLS AND EXPERTISE (Max 200 words)

1. Present employment

Employment period:

Position:

Employer:

Address:

Area of work: 

Major accomplishments: 

2. Past employment
Please, list each of your past employments separately. 

Employment period:

Position:

Employer:

Address:

Area of work: 

Major accomplishments: 

IV. SUMMARY REGIONAL/ INTERNATIONAL EXPERIENCE (Max 200 words)

LANGUAGES

1. Describe proficiency by placing the following numbers (A, B or C) in the appropriate box or boxes:
A Basic User
B Independent User
C Proficient User 
	EN
	DA
	EE
	FI
	DE
	IS
	LV
	LT
	NO
	PL
	RU
	SV

	
	
	
	
	
	
	
	
	
	
	
	


2. Other language(s):

V. COMPUTER SKILLS

VI. REFERENCES

	Full name
	Name of the organisations and the position held
	Contact details

	1.


	
	Postal address:

Tel.:

Fax:

E-mail:

	2.


	
	Postal address:

Tel.:

Fax:

E-mail:

	3.
	
	Postal address:

Tel.:

Fax:

E-mail:


VII. DECLARATION

I confirm that all information stated in this application form is true and complete and I am aware that any incorrect statement may invalidate my application.

Date: 

……………………………

Signature of the Applicant













Please attach


a recent photo
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