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Programme Manager (Legal)

Curriculum Vitae and Key Experience Statement



This statement will be used by the Selection Committee as part of the application screening stage of the recruitment process and may also be used in later stages of the process including during interview(s). You are advised to keep a copy of the statement that you submit during the application process.


Name: First and Family Name

Signature:      

Date:      


Please type all the answers as handwriting statements will not be accepted.



I. Curriculum Vitae
1. Applicant Information

	Family Name
	     
	First name
	     

	Address
	[bookmark: Text39]     

	Telephone (main)
	[bookmark: Text40]     
	E-mail address
	     

	Telephone (alternative)
	     
	Date of Birth
	     

	Nationality (passport)
	     
	Gender
	     



2. Academic Qualifications / Certificates

	University
	Qualification awarded
	Year
awarded
	Subjects studied

	     
	     
	     
	     

	     
	     
	     
	     

	Please add additional rows, if necessary


3. Previous Employment
Please start with current or most recent employment
	Employer
	Position Held and Duties Performed 
	Dates Employed

	
	
	From
	To

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	Please add additional rows, if necessary






4. Language skills

	Mother tongue(s)
	     



Please refer to the Common European Framework of Reference for Languages – link
(A1/A2 – Basic user; B1/B2 Independent user; C1/C2 – Proficient user)

	
	Understanding
	Speaking
	Writing

	English
	     
	     
	     



	Other Foreign Languages
	Understanding
	Speaking
	Writing

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     



5. Computer Skills 

Describe your computer skills and the tools you have worked with:      

6. Availability

When would you be available to take up the position, if offered?      

7. Other relevant information

Please provide any other information that you consider relevant to your application, if not already mentioned above.      






II. Key Experience Statement
Professional Background

1. Please outline in less than 300 words, your experience in Public governance areas related to Public administration improvement and/or EU accession facilitation.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

2. Please outline in less than 300 words, your experience in legal support to the organizational governance structures and ensuring the compliance with the organizational rules and procedures and generally applicable rules and regulations related to the work of an international organization.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

3. Please outline in less than 300 words, your experience in the legal aspects of human resource management including an understanding of rights and obligations arising from employment relationships, human resources management and development.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

Technical Skills and Knowledge 

1. Please outline in less than 300 words, your key achievements in your career to date which reflect your experience in managing human resources, from the recruitment of staff and external experts, to staff professional development and evaluation and other tasks arising from employment relationships.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

2. Please outline in less than 300 words, your key achievements in your career to date which reflect your experience in procurement procedures in view of the Practical Guide to contract procedures for EC external actions (PRAG), including knowledge of the contractual framework governing agreements between the EU as a donor and beneficiaries. .
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

3. Please outline in less than 300 words, your key achievements in your career to date which reflect your experience in development of legal documents, organizational procedures, and contracts for external service providers and internal process streamlining and compliance.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

4. Please outline in less than 300 words, your key achievements in your career to date which reflect your experience in successful implementation of projects, ranging from the needs assessment, consultations with beneficiaries and stakeholders, preparation of necessary documentation and experts’ ToRs; execution of the activity; completion and follow up.
(Indicate your role(s), responsibilities, employer(s), start and end dates)
     

5. Please outline in less than 300 words, your key achievements in your career to date which reflect your experience in managing legal and financial aspects of projects (i.e. compliance with rules, budget preparation and execution).
(Indicate your role(s), responsibilities, employer(s), start and end dates)
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