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Job announcement

Job Title: Project Assistant
Job Type: Full Time – 39 months
Location: Chisinau, Republic of Moldova

Starting from 01 September 2018 Konrad-Adenauer Stiftung e.V. (KAS) is coordinating the implementation of the EU-funded project “Grassroots Civil Society Development Facility in the Republic of Moldova” (Grant Contract 2018/397-5109). The main aim of the project is to contribute to the development of civic engagement and of grass roots civil society in Moldova that actively promotes and monitors transparency and accountability of public institutions, including in the implementation of the EU-Moldova Association Agreement. KAS is implementing the project together with four local partner organisations and in close cooperation with the EU-Delegation in Moldova.

We are looking for a Project Assistant supporting the Team Leader and the Sub-Grant Manager in day to day operations, working in an EU project office in Chisinau.

Duties

· Supporting the Team Leader in running the EU project office in Chisinau and in coordinating the work of the project team;
· Operational support to the overall implementation and management of the EU project;
· Facilitating the adequate communication between the project team, project partners and the backstopping offices in Berlin and Brussels;
· Logistical support to the work of the project’s Steering Committee, the board meetings and the management meetings;
· Facilitating the supervision of incoming and outgoing project mail and communications;
· Supporting the Sub-Grant Manager in the overall coordination (announcement, selection process, monitoring of implementation) of all sub-grant schemes realized in the framework of the project.


Qualifications

· University degree in politics, social sciences, journalism, law or similar;
· At least 2 years of working experience in the Civil Society sector or related and relevant areas;
· Very good communication skills;
· Very good written command in English, Romanian and Russian.



Applications

Applications containing a Résumé/CV and a motivation letter are to be sent in English and in electronic version to info.chisinau@kas.de


[bookmark: _GoBack]Deadline for submission of applications: 15.10.2018, 18:00
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