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THE EUROPEAN UNION'S CROSS BORDER COOPERATION PROGRAMME




______________________________________________________________________________________


Terms of Reference (ToR) for Head of the Joint Technical Secretariat Struga, MK

IPA Cross-border COOPERATION programme 

NORTH MACEDONIA –ALBANIA 2021-2027

PLEASE NOTE: This is a vacancy announcement with a suspensive clause an employment contract will be signed with a successful candidate for the position of Head of the JTS only after award of a Technical Assistance to the Cross-border Cooperation Programme North Macedonia Albania under the 2023 allocation by the EUD in Skopje. 

 
JOB DESCRIPITON

 
The Position of “Head of the Joint Technical Secretariat”

Background

The Joint Technical Secretariat, located in Struga, MK, is the administrative body in charge of the day-to-day management of the IPA cross-border programme North Macedonia – Albania 2021-2027.

 

Contracting Authority

The contracting authority is the Ministry for Local Self Government (MoLSG) in the Republic of North Macedonia. 

This position will be financed under the Technical Assistance to the Cross-border Cooperation Programme North Macedonia Albania under the 2023 allocation (TA) contract with the EUD in Skopje.
 

Position summary and duration

The Head of the Joint Technical Secretariat shall discharge his/her duties full time in the JTS office in Struga, MK and on the field, with a duration until the end of programme (under the assumption that the next contract for the next TA will be awarded by the EUD and based on satisfactory employment assessment procedure).
The Head of the Joint Technical Secretariat, under the direction of the Programme Managers appointed by the MoLSG, and the SASPAC, as a key position in the management structure of the cross-border programme will be responsible for implementing the three (3) main objectives of the TA: 

1. to support the national authorities of the both beneficiary countries, in ensuring the efficient set-up and management of the IPA III CBC Programme North Macedonia - Albania 2021-2027.
2. to ensure the efficient, effective, transparent and timely implementation of the cross-border cooperation Programme 
3. to raise awareness of the programme amongst national, regional and local communities and, in general, the population in the eligible programme area.
Essential Job Functions



Under the supervision of the Programme Manager appointed by the MoLSG and SASPAC (CBCSs), the Head of Joint Technical Secretariat will be responsible for the following arrangements:

· Support to the Joint Management Structures (JMC and CBCSs) and National Authorities of both countries in process of management of the cross-border programme; 

· Supervision of the overall performance by the all JTS staff, including the Antenna in Albania;

· Supervision of all aspects related to the launching of the calls for proposals and the information of the potential applicants

· Take all appropriate measures to ensure that nationally and regionally published Call for proposals reaches the target groups in line with the requirements of the Practical guide (PRAG) and other relevant procedures in full collaboration with Operating Structures

· Hold regional information sessions for the potential applicants in order to present the main requirements of the application process including information and advice to applicants in understanding application forms and formulating relevant project proposals

· Support the application process, including information and advice to applicants in understanding application forms and formulating relevant project proposals

· Planning and reporting on the progress of the Cross-Border Programme activities to the joint management structures, national authorities and Contracting Authorities (EC delegations) and maintaining contact on technical issues with other institutions concerning implementation of the programme;

· Supporting CBCSs during audit missions, reviewing expenditure verification reports drafted by the auditor of the service contract and making comments on financial and contractual matters;
· Provision of technical support for cross-border programme implementation at project level;

· Provision of technical preparation and delivering of workshops to potential applicants/grant beneficiaries (financial aspects of project preparation/implementation) and other events 
· Hold training sessions for the grant beneficiaries in order to present the main requirements of the project implementation and reporting including logistical arrangements, financial and procurement matters.
· Support in the implementation of the funded projects by providing advice to the grantees for the successful completion of the projects such as implementation and reporting manuals, instructions, consultancy, etc.;

· Development of a monitoring plan and operational and on the field monitoring of the awarded projects, including physical control of activities and results;

· Supervising TA budget and Budget plans, controlling expenditures eligibility and office budget;
· Internal rules for the review of financial progress reports; 

· Supervising internal rules in the review of financial and narrative progress reports of the Programme technical assistance;

· Collection and review of technical reports from the beneficiaries and forward them to the Contracting Authorities;

· Cooperation with organizations, institutions and network relevant for the objectives of the programmes;

· Monitoring (preparation and participation in monitoring visits; preparation of monitoring reports)

· Development of an overall strategy for the information and publicity for the implementation of the CBC programme; 

· Supervises the preparation of information materials about the Programme for the public relations and those to be used in public events and trainings by the relevant institutions;

· Organization of events and conferences to disseminate information according to the needs of Programme.

· Participation in ex-post evaluation activities.

 Profile and qualifications 

· University degree in public administration, economics, business administration, legal or other adequate fields;

· Minimum 10 years of relevant professional experience in managing projects including project finance management (budget planning, implementation and reporting) as well as procurement and visibility;

· Minimum 5 years of relevant professional experience as project manager of EU funded or other international-donor funded programmes/projects; - 
· Minimum 3 years of experience in management of IPA CBC projects and CBC rules

· Professional experience in project implementation of EU funded project would be an advantage;

· Language skills: Fluency in English;
· Knowledge of other local languages shall be an asset;
· Computer skills: MS office, including excel and Power Point;

· Knowledge of Macedonian laws, procurement procedures (EU PRAG Rules, good communication skills and team lead and work; 
·  Knowledge of IPA CBC financial rules and regulations is an asset;

Expectations for the position

· Ambition to work in an international environment with different administrative traditions;
· Able to propose solutions for transnational administrative procedures related to project management;
Location

The Head of the JTS can work from the JTS office in Struga, MK. He/she will also support CBCSs in their offices when the need arises. Prior agreement with the Programme Manager appointed by the MoLSG will be needed. 

Reporting
Formally, the Head of the JTS will report to the Project Manager appointed by the MoLSG, and to the Albanian CBCS . 

Evaluation process 
The independent members of Evaluation Committee will evaluate each candidate with the following phase’s application and score them as follows which their qualification will be done based upon the above qualification requirement. 

Contesters/participants qualified to enter the test will be evaluated based on the following norms: 

B1. Administrative and Eligibility criteria (dossiers): up to 65 points

B2. Interview: up to 35 points

Only contestants with the minimum 50 points will be further considered for the interview.

Deadline for application:

Interested candidates must submit the application documents via email no later than 15 days from the date of this announcement. The application should include a CV along with documents that demonstrate relevant experience and qualifications.
Documents must be submitted to the following electronic address: sonja.jovanoska@mls.gov.mk  

Note
 

The above job description describes the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position. 
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