BASIC INFORMATION

Political Officer

Specialist knowledge (know what)

· Excellent analytical skills and ability to work independently.

· Self-motivated and strong capability for organisation and planning EU coordination.

· In depth knowledge in the fields of politics, human rights and EU.

· Capable of handling politically sensitive issues in a responsible manner.

· Full command of English.

Working Conditions:

· Gross salary for someone with 4 years' experience is USD 1704

· 22 days annual leave and 14 public holidays per year

· Sickness insurance and provident fund 

· 37.5 hour working week (Mon – Fri) 
Further details on the job framework, on the job content and on the job requirements are given on the second page.

	_______________JOB PROFILE____________
Job framework

Job Title:
Political Officer

Job location :
Delegation LAOS
Area of Activity: 
Political- EU coordination
Category : 
AL 1
Job content

Overall purpose :

Will contribute to the cover subject matters relating to his/her specialisation, with a view of contributing to promote the interests of the European Union in Laos, including contributing to political analysis and reporting, networking with key stakeholders and representing the EU at various forums when requested. The core responsibilities of the Job holder are to ensure the support to the Head of Mission to deliver efficient EU coordination and representation.
Functions and Duties :

· To work as resource person under the supervision of the Head of Delegation.

· To liaise with European colleagues in the diplomatic community, Brussels HQ and other EU delegations..
· To represent the EU externally with EU member states, the UN, other Diplomatic missions and civil society.

· To work closely with the Press and Information Officer and Development Cooperation colleagues.
· To follow and analyse political and social situations in Laos 
· To follow and analyse the human rights situation, issues of concern to the civil society and issues of democratic development.

· To prepare periodical, regular and ad-hoc reports, studies, analyses and briefings on Laos.

· To report on EU coordination meetings (note taker), and make sure all organizational aspects of these meetings are covered, including invitations, and transmissions of documents.

· To organise external meetings related to human rights with regular reporting to HQ. 
.


	              JOB REQUIREMENTS____________
Education and training 

He/she must hold a University degree that is relevant for the function he/she is asked to perform. A post-graduate degree in Political Sciences would be a useful asset.

Experience 

Ideally he/she will have at least 4 years of working experience in the topics related to the field that he/she is asked to cover. Knowledge of European Union, its rules and functioning are valuable assets.

Knowledge  

Specialist knowledge (know what)

As indicated on the “Basic Information” sheet
Technical knowledge (know how)
· Computer literate (and knowledge of commonly used programs such as Word, Excel, MS Project, PowerPoint, etc.). 

· Capable of producing high quality results within often tight deadlines.

· Full proficiency in note taking and  drafting Minutes of meetings
SKILLS

Linguistic skills 

· full command of English (written and spoken)

· Working knowledge in French (read and spoken) is considered an asset

Communication skills

· Excellent communications skills with external and internal contacts
Interpersonal skills

· Able to work as a team member with good inter-personal skills

· Ability to work in a multicultural environment is considered very important.

· Good presentation skills an asset

Intellectual skills 

· Fully independent in report reviewing/writing and drafting of official correspondence,

· Capabilities to clearly, efficiently and effectively conceptualize ideas and approaches
Management skills 

· Capacity to focus on priorities and to organise work to deliver on time.

· Ability to negotiate at all levels in a multicultural and multilingual environment.

PERSONAL QUALITIES

· A keen interest in promoting cooperation between Europe and SE/Asia




