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JOB PROFILE

Partnership and Knowledge Management Officer

Purpose

The Partnership and Knowledge Management Officer (PKMO) will support the development and management of strategic partnerships with EU institutions, regional organisations, and international stakeholders, ensuring synergies and visibility of the Action. The officer will lead the expansion and continuous improvement of ReSPA’s Knowledge Management Platform, enhancing access to resources, e-learning materials, and institutional memory across the region. The officer shall also tackle business development as well as supporting the fulfilment of horizontal aspects, such as reporting, monitoring, identification of training opportunities, etc. Furthermore, the officer will devote part of the time to steer regional donor coordination and institutional partnerships. 

The PKMO shall operate under the guidance of the Director of ReSPA and in close cooperation with other relevant ReSPA managerial staff. 

This position is classified as “international staff”. 

Main Objectives of the position

The objective of the Partnership and Knowledge Management Officer (PKMO) is to support the effective implementation of the ReSPA Strategic Orientation 2030 by developing, managing and sustaining strong institutional partnerships at regional, European and international level, while reinforcing ReSPA’s role as a regional policy hub in the field of Public Administration Reform (PAR). The PKMO will contribute to maximising the results and impact of ReSPA’s actions through the further development of the Knowledge Management Platform, promoting evidence-based policymaking, knowledge sharing and regional cooperation. The role will also contribute to business development efforts by identifying partnership and funding opportunities, supporting the preparation of project concepts and proposals, and strengthening ReSPA’s engagement with donors and strategic partners. The role will also include advocacy and outreach towards key stakeholders to encourage the acceptance, promotion and implementation of PAR principles and reforms, particularly in complex thematic areas addressed under ReSPA’s Programme of Work.

Main tasks and responsibilities
 
The PKMO shall be a horizontal position within ReSPA Secretariat liaising and interacting with all thematic areas of ReSPA portfolio. The Job Profile of the PKMO shall be- indicatively built on three main pillars: i) Partnership (inter-institutional) building and donor relationships; ii) management of the Knowledge Management Platform; iii) horizontal aspects: programming, reporting, monitoring, capacity building. 

The PKMO shall perform the following main tasks and responsibilities:

1. Develops and implements a Partnership and Donor Diversification Strategy that supports ReSPA Strategy and that ensures the very best of relationships with partners, donors and others;

2. Ensures that all personnel understand the importance of the Partnership and Donor Diversification Strategy and how it relates to them, and that they are fully involved in its implementation;

3. Develops strategic partnership-building approaches with regional organizations, donor community, civil society, private sector, youth, academia, host-country government and other key stakeholders, and ensures effective engagement of these stakeholders in ReSPA actions and initiatives; 

4. Supports, backstopping, guidance and training of ReSPA staff in partnership matters at all levels; 

5. Works on fundraising activities for the ReSPA programmes and initiatives, assists the development of project proposals, concept notes, identifies calls for projects and advises ReSPA staff on these matters;

6. Assess the potential of proposed targeted areas of work, for which donors would be sought and matched; making recommendations on the design of initiatives/activities in response to specific needs and priorities;

7. Maintains a database of information relating to Partners’ and Donors’ requirements and goals, and such other details as are relevant to the development and maintenance of those partnerships; 

8. Co-develops with the Legal Manager and manages/monitors Memorandum of Understandings as may arise from partnerships; 

9. Supports ReSPA Staff in managing of the Knowledge Management Platform, aiming to support the development and dissemination of knowledge and experience through enhanced communication, strengthened knowledge products and publications;

10. Identifies new areas and analyse existing knowledge management support in various programmes, organizations and on-demand support activities;

11. Provides advice to ReSPA staff in integrating knowledge management into their regional activities and direct support activities and other aspects of ReSPA operations;

12. Supports ReSPA staff in horizontal aspects, such as programming and reporting.

13. Supports the monitoring of ReSPA Activities, the annual ReSPA monitoring exercise as well as the final evaluation of the results of the EC grant contract;

14. Drafts an internal training plan and identifies training/development opportunities for ReSPA Secretariat;

15. Other tasks in partnership building, knowledge management and horizontal aspects that may occur during the assignment, and are closely related to ReSPA activities. 

Necessary qualifications and skills 

The PKMO shall possess the following qualifications and experience:   
· University degree (min. 240 ECTS), preferably Master degree (300 ECTS) in development studies, public administration, innovation, communication, international relations, European studies, or related fields;
· Minimum 7 years of cumulative experience in dealing with business development, partnership building (inter-institutional relationships), knowledge management, public sector development in private, public sector or international organisations in the Western Balkans or wider;
· Proficiency in English language (C Level as defined by the Common European Framework of Reference for Languages), and at least one official language of ReSPA Members;

The PKMO shall possess the following skills, competencies and core values:   
· Excellent understanding of development partnerships, fund-raising, donor strategies, functions and international relations;
· Excellent understanding of knowledge management philosophy, scope and goals;
· Advanced computer literacy; 
· Ability to work with people of different nationalities, religions and cultural backgrounds;
· Excellent drafting, presentation and organisational skills, proven communication skills and ability to work in an environment requiring collaboration with multiple actors including donor community, government representatives, international organizations. 
· Demonstrated 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;
· Teamwork: can interact, establish and maintain effective working relations with a culturally diverse team; 
· Client orientation: can 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.

Time-frame and Location 
The PKMO will be engaged for the duration of the EC Grant implementation and will be based in Podgorica, Montenegro. The contract will be concluded for a period by the end date of the EC Grant Contract implementation period, foreseen for 31 December 2028.
The expected starting date of the contract is October 2026.

Eligibility 
National of one of the ReSPA Members. 

Remunerations
The gross monthly salary envisaged for this engagement is up to EUR 3,250, which is not subject to applicable taxes and contributions. The employee is responsible for the payment of taxes and other contributions. 

Application information
Interested and qualified applicants are invited to send the below documents scanned by 21 August 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 Partnership and Knowledge Management Officer.

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 documents referred to above (points 3 and 4) have to 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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