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	EUROPEAN UNION

DELEGATION OF THE EUROPEAN UNION TO THE REPUBLIC OF MAURITIUS
AND TO THE REPUBLIC OF SEYCHELLES

Head of Delegation




Job Description for Secretary to the Head of Political Section
Employer

	EU Delegation
	Mauritius

	Location
	8th Floor, St James Court, St Denis Street, P.O. Box 1148 – Port Louis, Mauritius

	Duration of contract
	Indefinite duration (after a probation period of 6 months)

	Possible extensions
	N/A


Job descriptions

	Group 
	III

	Internal reference
	Sysper 2 N° 215047

	Position in the organisation chart
	Secretarial Assistant to the Head of the Political, Press & Information Section

	Reporting

Relations/responsibilities 
	Reporting to the Head of Political, Press & Information Section & Head of Delegation

	Working hours
	37,5 hours/week

	Working 

Environment/conditions
	Multicultural environment

	Job objective
	Assist the Head of Section and the Press & Information Officer in their fields of responsibility and ensure all secretarial tasks and duties within the section. Ensure back-up and support of the Assistant to the Head of Delegation.


	Tasks
	OPERATIONAL and ADMINISTRATIVE SUPPORT and RESOURCES - General administrative

Support:

· Secretarial support to the Political, Press and Information Section: maintain online and physical filing system, processing of all written communications, filtering phone calls, taking notes, typing notes and minutes of meetings, keep telephone and agenda for the Head of the Political, Press and Information Section, etc.;

· Assist in relations with external partners (telephone, meetings, etc.) for the section, including public diplomacy actions (taking queries and attending accordingly upon advice from Head of Section or Press and Information Officer;
· Maintain the Political, Press and Information Section's list of contacts updated;
· Liaise with Member States embassies secretariats (Deputy Heads of Mission and Political Counsellors) and honorary consuls;
· Carry out various administrative tasks such as diary-keeping, filtering telephone calls, filing and ordering office supplies; prepare invitations for all events of the Political, Press and Information Section; Supporting the secretariat of the Head of Delegation in those tasks;
· Draft Notes Verbales and letters;
· Draft texts (press summaries) for specific reports in English and French at the request of the Head of Section;

· Consolidate documents,  reports and briefings with inputs from other sections at the request of the Head of Section;

· Prepare and distribute the daily press reviews;
· Assist in the monitoring of EU visibility in the local/regional media and update the media monitoring sheet on a regular basis;
· Assist in the distribution of press releases to the local/regional media in Mauritius, and Seychelles;
· Assist in communication with members of the press when the Delegation organises events as and when needed;
· Maintain and update the Delegation’s social media platforms (mainly Facebook) as well as YouTube and Twitter at the request of the PPI Officer;
· Prepare, edit and publish visuals with texts for the Delegation’s social media platforms;

· Prepare/propose social media campaigns for section’s advice/approval for the Delegation’s social media platforms;
· Order visibility materials upon selection by the section;
· Order free publications from the Publication’s Office for the Delegation;
· Actively prepare recruitment process of trainee for the section (filtering applications and organising interviews);
· Organise external missions from headquarters, other delegations or other European Institutions as well as the administrative proceedings for trainings and missions by staff from the Political, Press and Information Section;

· Organise missions for the staff of the Section and external colleagues and individualities;
· Register the section's staff holidays; undertake any other task as delegated by the Head of Section;
· Assist in any other activities requested by the Ambassador, Head of section, Press and Information Officer and Assistant to the Head of Delegation.
OPERATIONAL and ADMINISTRATIVE SUPPORT and RESOURCES - Organisation of meetings

· Provide logistic support for the organisation of meetings: reserving rooms, compiling folders of working documents

· Organise transport and communicate with drivers for meetings for the Section staff outside the delegation

· Assist in organising events to ensure EU visibility.

INFORMATION and DOCUMENT MANAGEMENT - Documentation handling

· Receive, register and distribute all correspondence of the EU Delegation and prepare copies

· for transmission

· Archive correspondence and other records

· Follow-up of incoming and outgoing correspondence (use of ARES) for the Political, Press and Information Section
SERVICE-INTERNAL MANAGEMENT and COORDINATION - Inter-sector/internal

coordination

· Focal point for the Section for all issues relating to the filing system

· Coordination with other secretariats in the Delegation

· Back-up and regular support of the Head of Delegation Assistant

· Back-up of other secretaries when needed 
· Liaison with headquarters on matters relating to the work of the Section


	Character references
	Main talents

· Initiative/dynamism

· Interpersonal talents – working and interacting co-operatively with colleagues and stakeholders, teamwork, team spirit

· Motivation, perseverance, commitment, resilience and personal drive

· Open personality

· Use a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, Canva, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases for the Section.
Organizational abilities

· Excellent communication skills both in French and English (ability to understand and be understood, drafting skills) 
· Capacity to deliver in a structured way (accuracy, rigour)

· Capacity to act upon problems – prioritising, organizing, monitoring, following up

Conduct

· Loyalty, awareness of interests of service, punctuality, discretion, sense of confidentiality, sense of responsibility
· Flexibility, adaptability, versatility, responsiveness to inputs/advice



	
	Required 
	Appreciated 

	Qualifications  and Professional experience
	Minimum requirements

· Higher School Certificate, French Baccalaureate or equivalent
· At least 3 years' experience as Secretary/Assistant 

	Diploma in Secretarial or Administrative studies is an asset

	Knowledge of languages
	· Proficient user (C1) of English and French
· Very good ability to understand, read, speak and write.
	

	Knowledge of IT tools
	· Very good command of Microsoft Office
· Good general computer skills is mandatory
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