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JOB PROFILE

Project Assistant

Introduction

The Regional School of Public Administration (ReSPA) is a regionally owned organisation and a joint endeavour of the European Commission and the Western Balkan administrations. Governed and managed by its five Members - Albania, Bosnia and Herzegovina, North Macedonia, Montenegro, and Serbia - with Kosovo[footnoteRef:1] participating as a beneficiary, ReSPA serves as a central platform for advancing public administration reform in the region. As of January 2026, ReSPA has further expanded its reach by engaging civil servants from Armenia, Moldova, and Ukraine through its programme and activities. [1:  This designation is without prejudice to positions on status and is in line with UNSCR 1244 and ICJ opinion on the Kosovo Declaration of Independence.] 


European Commission (EC) provides directly managed funds for support of ReSPA activities organized through regional networks. These operate at three levels: Ministerial, Senior Officials, and networks/working groups of experts and senior practitioners. ReSPA’s work is structured around five core thematic areas, reflecting both regional reform priorities and EU accession requirements: Policy Management, Better Regulation and Simplification, European Integration and Accession Negotiations, Human Resources Management and Professional Development, Digital Transition (Digitalisation and Quality Management), and Public Financial Management.

[bookmark: _Hlk120264827]Considering the current organisation of the ReSPA Secretariat, as well as significant workload for ensuring proper administrative, documentation and archiving requirements experienced, the need for solid administrative support is necessary to be provided. 

Purpose and classification

The purpose of engagement of the full-time Project Assistant (PA) is to provide the ReSPA Secretariat administrative and logistic support for the implementation of the activities. The PA shall operate under the guidance of the ReSPA Programme Coordinator and in close cooperation with other relevant ReSPA managerial staff. 

[bookmark: _Hlk120265619]This position is classified as “project staff”. 

Main tasks and responsibilities
 
The Project Assistant performs administrative tasks according to the instructions and ensures smooth communication between all relevant parties. The PA shall be involved in all phases of the process, which results in a broad range of tasks. The PA should assist in the smooth functioning of the ReSPA Secretariat operations by support in the effective delivery of programme activities, meetings, seminars and other events by providing administrative and logistics support and services.

The PA is expected to perform the following main tasks:

Under the supervision of the Programme Manager - Coordinator, carry out a wide variety of administrative, logistics, and documentation-related duties for ReSPA activities, which shall include the following main tasks:
· Organizational and logistical responsibility for preparing, organizing, implementing and following up training seminars, conferences, networking events and other capacity building projects;
· Preparation and distribution of project related working materials, including the practical information sheets;
· Maintain contacts and networks with experts, participants and suppliers;
· Provide administrative support to Programme Managers and the Director on activity/ project related issues;
· Collection of activity participants’ information and their processing into the respective ReSPA database;
· Collection of participants’ evaluations of activities, and their processing into the respective ReSPA database;
· Establishment and maintenance of mailing lists, project and correspondence archives, etc.
· Assisting in administrative and logistical aspects of project acquisition, including preparation of tenders;
· Reception and event organization duties;
· Other duties of a similar level of responsibility may be directed;
· Should archive and register all documentation related to Programme activities.

Necessary qualifications and competences 

The PA shall possess the following minimum qualifications and experience: 

· University degree (min. 180 ECTS) in areas such as: administrative studies, management, economy, finance, or other relevant areas suitable for the position;
· Minimum 3 years of experience in dealing with project administrative and logistics support in/ for the private/public/NGO sector institutions and/or international organisations in the Western Balkan region and/or with EU financed projects;
· Candidate should demonstrate proficiency in the English language corresponding to the level B2 and fluency in at least one official language of ReSPA Members.

The PA shall possess the following skills, competencies and core values:   
· Advanced computer literacy; 
· Ability to work with people of different nationalities, religions and cultural backgrounds;
· Demonstrates professional competence to meet responsibilities and task requirements, and is conscientious and efficient in meeting commitments, observing deadlines and achieving results;
· Results orientation: plans and produces quality results to meet established goals, generates innovative and practical solutions to challenging situations;
· Communication: possesses excellent communication skills, including the ability to convey complex concepts and recommendations in a clear and persuasive style tailored to match different audiences;
· Teamwork: is able to interact, establish and maintain effective working relations with a culturally diverse team; 
· Client orientation: is able to establish and maintain productive partnerships with regional and national partners and stakeholders, and pro-actively identify and address the needs of beneficiaries and partners;
· Demonstrates integrity and fairness by modelling ReSPA values and ethical standards;
· Displays cultural, gender, religion, race, nationality and age sensitivity and adaptability.

Timeframe and Location 
[bookmark: _Hlk120267939]The initial contract will be concluded for one year with the probation period of three months and possibility of extension upon satisfactory performance.
Expected starting date: January 2027.

Eligibility 
Applicants must be nationals of the ReSPA Members and if not citizens of Montenegro, should obtain the work permit in Montenegro. 

Remunerations
The gross monthly salary envisaged for this position is up to EUR 2.000,00. 

Application Information
[bookmark: _Hlk120268012]Interested and qualified applicants are invited to send the below documents scanned by 29 October 2026, by 17:00, Central European Time, via e-mail to recruitment@respaweb.eu. The application should contain in the e-mail the following reference: Application for vacant position Project assistant.


The submitted documentation will include the following scanned documents:
1. Motivation letter explaining the motivation and suitability of the candidate for the vacancy (up to two pages);
2. Curriculum Vitae including information on relevant education, knowledge, experience and contact details (not longer than 4 pages);
3. University Diploma/s;

The original University Diploma must be presented to ReSPA only if the applicant is invited to the further selection process phases.

Only shortlisted applicants will be contacted. 
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