
   
 

 

 

European Union Integrated 

Border Management 

Assistance Mission in Libya 

 بعثة االتحاد االوروبي 

 للمساعدة في االدارة

 المتكاملة للحدود في  ليبيا

 

 

We are 

 

 

The European Union Integrated Border Management Assistance Mission in Libya (EUBAM Libya), is 

part of the Common Security and Defence Policy (CSDP), which enables the Union to take a leading 

role in peace-keeping operations, conflict prevention and in strengthening of international security. It is 

an integrated part of the EU's comprehensive approach towards crisis management, drawing on 

civilian experts as well as experts from the police and other areas. 

 

EUBAM Libya was established on 22 May 2013 by the Council of the European Union in response to 

a request from the Libyan Government to the EU to support the Libyan authorities in improving and 

developing the security of the country’s land, sea and air borders. As a civilian crisis management 

mission with a capacity-building mandate, EUBAM Libya assists the Libyan authorities at strategic 

and operational level. Its mandate is carried out through advising, training and mentoring 

Libyan counterparts in strengthening the border services in accordance with international standards and 

best practices, and by advising the Libyan authorities on the development of a national Integrated 

Border Management (IBM) strategy. 

 

EUBAM Libya Headquarters is currently located in Tripoli, having a sub-office in Tunis, and is 

progressively increasing its presence in the host country. In this perspective, EUBAM Libya is 

looking for Local National Staff to support its operations in Tripoli. 

General Requirement & Eligibility 

 

 Applicants must be Libyan residents.  

 Applicants must enjoy their full civil rights and not have any criminal record (A Certificate of 

Non-Conviction will be required before any employment offer).  

 Applicants must be in good physical and mental health (A Medical Certificate will be 

required before any employment offer).  

 Only applications provided on the official EUBAM Libya application form will be accepted.  

 Applicants applying for 2 different positions need to submit 2 application forms.  

 The application form must be filled in English (except for the applicant's name which should  

be provided in both English and Arabic).  

 Application form to be submitted in as a MS Word document (No PDF or JPEG will be 

accepted). 

 Rename the file with the post number, name: e.g. "LIBLN01_Family name _First name".  

 Application submission deadline: 28 February 2019, 17:00 Tripoli time.  

 Submitted files will not be returned.  

 
EUBAM Libya retains the discretion to re-advertise/re-post the vacancy, to cancel the recruitment, to offer 

an appointment at a lower grade or to offer an appointment with a modified job description.
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Annex 1 

 

 

  

European Union Integrated Border Management Mission in Libya (EUBAM LIBYA) 

1-2019 Call for Applications – National Staff 

Organisation: EUBAM LIBYA 

Job Location: Tripoli 

Employment 

Regime: 
Local Contracted 

Job Title/ 

Vacancy Notice: 

Ref. Name of the Post Location 
Available  

on 

LIBLN16 Human Resources Assistant Tripoli ASAP 

LIBLN18 
Translator/Liaison Officer - Border Management 

Unit 

Tripoli 
ASAP 

LIBLN19 Translator/Liaison Officer - Law Enforcement Unit Tripoli ASAP 

LIBLN20 Translator/Liaison Officer - Criminal Justice Unit Tripoli ASAP 

LIBLN21 Logistics Assistant Tripoli ASAP 

LIBLN22 Administrative Assistant Tripoli ASAP 

LIBLN23 Database Administrator Tripoli ASAP 

 LIBLN24 Assistant to Press and Public Information Officer Tripoli ASAP 

Deadline for Applications: 28 February 2019, at 17:00 (Tripoli Time) 

E-mail Address to send the 

Job Application Form to: 
recruitment@eubam-libya.eu 

Information: 
For more information relating to selection and recruitment, please contact 

EUBAM Libya: recruitment@eubam-libya.eu 

mailto:applications@eubam-libya.eu
mailto:recruitment@eubam-libya.eu
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Position Name: 

Human Resources Assistant 
Employment Regime: 

Local Contracted 
Group: 

III 

Position Number: 

LIBLN16 

Location: 

Tripoli, Libya 
Component/Department/Unit: 

Mission Support/Human Resources 

Unit 

 

1. Reporting Line: 

The Human Resources Assistant reports to the Head of Human Resources. 

2. Main Tasks and Responsibilities 

 To provide assistance on general Human Resources (HR) queries and follow up actions, to ensure 

consistent and high-quality services are delivered to clients. 

 To support the preparation and launch of Calls for Applications as well as the selection process for local 

staff, including managing applications and vacancies.  

 To communicate and coordinate with candidates, including on queries before or after applying, 

notifications of selection, interviews, etc. 

 To assist in the grading of local contracted personnel for the purpose of determining their remuneration 

as per the catalogue of positions and applicable procedures. 

 To provide administrative support in various areas of HR work including deployment, redeployment, 

managment of employment contracts, etc., in compliance with relevant processes and procedures. 

 To be responsible for drafting verbal notes and for communication with MoFA concerning visa issues, in 

coordination with the Office in Tunis. 

 To assist and support staff on personnel administration related matters, including application of HR 

policies and procedures.  

 To administer the attendance, leave record, reimbursement of duty trips, temporary redeployment, home 

travel reimbursement, monthly payroll and other relevant entitlements. 

 To maintain and updated personnel records, HR databases and archives, to ensure data and files are 

accurately stored and updated in compliance with the established standards. 

 To observe the requirement for strict confidentiality, privacy and meticulous maintenance of sensitive 

data and information, both written and electronic, in accordance with data protection guidelines. 

 To undertake any other related task as requested by the line manager(s).  

 

3. Essential Qualifications and Experience  

 Successful completion of secondary education, attested by a valid diploma; AND 

 A minimum of two (2) years of relevant professional experience, in the field of Human Resources, 

Administration, or any other related fields, after having fulfilled the education requirements. 

 

4. Essential Knowledge, Skills and Abilities  

 Native Arabic speaker. 

 Proficiency in oral and written English.   

 Good computer literacy (web, Microsoft Office) including Data Base Management. 

 

5. Desirable Qualifications and Experience  

 Additional studies/certified professional training in Human Resources, Administration or related area.  

 Experience in Human Resources management. 

 Working experience in a multi-national and international environment or organisations. 

 

6. Desirable Knowledge, Skills and Abilities  

 Knowledge of HR best practices, techniques and processes with some understanding of the basic 

theoretical background.  

 Ability to work effectively under pressure, in difficult circumstances, as well as ability to communicate 

with personnel at operational and strategic levels 
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 Ability to work with minimum supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 

 Punctuality; commitment to quality, ability to perform under stress; attention to detail; solid work 

ethics; willingness to work flexible working hours; responsibility and confidentiality. 

 Ability to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name 

Translator/Liaison Officer  
Employment Regime 

Local Contracted 
Group 

II 

Position Number 

LIBLN18 
Location 

Tripoli, Libya 
Component/Department/Unit 

Operations Department/Border 

Management Unit 

1. Reporting Line: 

The Translator/Liaison Officer reports to the Head of Border Management Unit, or designated alternate. 

2. Main Tasks and Responsibilities 

 To assist in ensuring effective liaison with the relevant Border Management interlocutors and 

stakeholders within the local Institutional framework. 

 To assit the Unit in building a trustful and mutual beneficial working relationship with key local 

interlocutors at all levels, the establishment of effective relations, contacts and the exchange of 

information. 

 To translate documents from Arabic into English and vice-versa, including reports, speeches, laws, 

working papers, legal drafts, etc. related to the work of the Border Management Unit. 

 To provide interpretation services from Arabic into English and vice-versa in meetings with Libyan 

interlocutors, including conferences, workshops, deliberations, etc., and prepare minutes upon request. 

 To prepare discussion points for the Border Management Advisers/Experts ahead of meetings with 

Libyan interlocutors. 

 To local assistance in order to ensure the effective conduct of meetings and field missions with secretariat 

and logistical support. 

 To support the Border Management Advisers/Experts in the preparation and delivery of training courses, 

the organization of workshops and other events. 

 To prepare and participate in meetings, conferences and other events, prepare meeting reports.  

 To undertake any other work-related task as requested by the line manager. 

3. Essentials Qualifications and Experiences  

 Successful completion of a full course of University studies attested by a degree (Bachelors Level) in 

English, translation, linguistics or other relevant fields. 

 A minimum of ten (10) years of relevant professional experience.  

4. Essentials Knowledge, Skills and Abilities 

 To be a native Arabic speaker. 

 Proficiency in oral and written English (C1/C2 level of knowledge of English according to the Common 

European Framework of Reference for Languages classification system – CEFRL or equivalent).  

 To have computer literacy (Microsoft Office). 

5. Desirable Qualifications and Experiences  

 Experience in a similar position within a multi-national and/or international environment or organisation.   

6. Desirable Knowledge, Skills and Abilities  

 To be able to work effectively under pressure, in difficult circumstances, as well as ability to 

communicate with personnel at all operational and strategic levels.  

 To be able to maintain strict confidentiality and impartiality.  

 To be able to work without supervision, complete assigned tasks within strict deadlines and consistently 

maintain quality and accuracy in performance of duties. 

 To follow meticulous time keeping, and, ability and willingness to work additional hours if required. 

 To have proven interpersonal skills and the ability to establish and maintain effective working relations in 

a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

 To be able to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name 

Translator/Liaison Officer  
Employment Regime 

Local Contracted 
Group 

II 

Position Number 

LIBLN19 
Location 

Tripoli, Libya 
Component/Department/Unit 

Operations Department/Law 

Enforcement Unit 

1. Reporting Line: 

The Translator/Liaison Officer reports to the Head of Law Enforcement Unit, or designated alternate. 

2. Main Tasks and Responsibilities 

 To assist in ensuring effective liaison with the relevant Law Enforcement interlocutors and stakeholders 

within the local Institutional framework.  

 To assit the Unit in building a trustful and mutual beneficial working relationship with key local 

interlocutors at all levels, the establishment of effective relations, contacts and the exchange of 

information. 

 To translate documents from Arabic into English and vice-versa, including reports, speeches, laws, 

working papers, legal drafts, etc. related to the work of the Law Enforcement Unit. 

 To provide interpretation services from Arabic into English and vice-versa in meetings with Libyan 

interlocutors, including conferences, workshops, deliberations, etc., and prepare minutes upon request. 

 To prepare discussion points for the Law Enforcement Advisers/Experts ahead of meetings with Libyan 

interlocutors. 

 To provide local assistance in order to ensure the effective conduct of meetings and field missions with 

secretariat and logistical support. 

 To support the Law Enforcement Advisers/Experts in the preparation and delivery of training courses, the 

organization of workshops and other events.  

 To undertake any other work-related task as requested by the line manager. 

3. Essentials Qualifications and Experiences  

 Successful completion of a full course of University studies attested by a degree (Bachelors Level) in 

English, translation, linguistics or other relevant fields. 

 A minimum of ten (10) years of relevant professional experience.  

4. Essentials Knowledge, Skills and Abilities 

 To be a native Arabic speaker. 

 Proficiency in oral and written English (C1/C2 level of knowledge of English according to the Common 

European Framework of Reference for Languages classification system – CEFRL or equivalent).  

 To have computer literacy (Microsoft Office). 

5. Desirable Qualifications and Experiences  

 Experience in a similar position within a multi-national and/or international environment or organisation. 

6. Desirable Knowledge, Skills and Abilities  

 To be able to work effectively under pressure, in difficult circumstances, as well as ability to 

communicate with personnel at all operational and strategic levels.  

 To be able to maintain strict confidentiality and impartiality.  

 To be able to work without supervision, complete assigned tasks within strict deadlines and consistently 

maintain quality and accuracy in performance of duties. 

 To follow meticulous time keeping, and, ability and willingness to work additional hours if required. 

 To have proven interpersonal skills and the ability to establish and maintain effective working relations in 

a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

 To be able to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name 

Translator/Liaison Officer  
Employment Regime 

Local Contracted 
Group 

II 

Position Number 

LIBLN20 
Location 

Tripoli, Libya 
Component/Department/Unit 

Operations Department/Criminal Justice Unit 

1. Reporting Line: 

The Translator/Liaison Officer reports to the Criminal Justice Unit, or his/her designated alternate. 

2. Main Tasks and Responsibilities 

 To assist in ensuring effective liaison with the relevant Criminal Justice interlocutors and stakeholders 

within the local Institutional framework.  

 To assist the Unit in building a trustful and mutual beneficial working relationship with key local 

interlocutors at all levels, the establishment of effective relations, contacts and the exchange of 

information. 

 To translate documents from Arabic into English and vice-versa, including reports, speeches, laws, 

working papers, legal drafts, etc. related to the work of the Criminal Justice Unit. 

 To provide interpretation services from Arabic into English and vice-versa in meetings with Libyan 

interlocutors, including conferences, workshops, deliberations, etc., and prepare minutes upon request. 

 To prepare discussion points for the Criminal Justice Advisers/Experts ahead of meetings with Libyan 

interlocutors. 

 To provide local assistance in order to ensure the effective conduct of meetings and field missions 

with secretariat and logistical support. 

 To support the Criminal Justice Advisers/Experts in the preparation and delivery of training courses, 

the organization of workshops and other events.  

 To undertake any other work-related task as requested by the line manager. 

3. Essentials Qualifications and Experiences  

 Successful completion of a full course of University studies attested by a degree (Bachelors Level) in 

English, translation, linguistics or other relevant fields. 

 A minimum of ten (10) years of relevant professional experience.  

4. Essentials Knowledge, Skills and Abilities 

 To be a native Arabic speaker. 

 Proficiency in oral and written English (C1/C2 level of knowledge of English according to the 

Common European Framework of Reference for Languages classification system – CEFRL or 

equivalent).  

 To have computer literacy (Microsoft Office). 

5. Desirable Qualifications and Experiences  

 Experience in a similar position within a multi-national and/or international environment or 

organisation. 

6. Desirable Knowledge, Skills and Abilities  

 To be able to work effectively under pressure, in difficult circumstances, as well as ability to 

communicate with personnel at all operational and strategic levels. 

 To be able to maintain strict confidentiality and impartiality.  

 To be able to work without supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 
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 To follow meticulous time keeping, and, ability and willingness to work additional hours if required. 

 To have proven interpersonal skills and the ability to establish and maintain effective working 

relations in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity. 

 To be able to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name: 

Logistics Assistant 
Employment Regime: 

Local Contracted 
Group: 

III 

Position Number: 

LIBLN21 

Location: 

Tripoli, Libya 
Component/Department/Unit: 

Mission Support/General 

Supporting Services Unit 

 

1. Reporting Line: 

The Logistics Assistant reports to the Head of Mission Support, or designated alternate, and works under 

the functional supervision of the Logistics Officer. 

2. Main Tasks and Responsibilities 

 To assists in the organisation of charter flights, including preparing passengers lists, administrative 

permits, liaising with local authorities at airport, check-in and reception of passengers, etc. 

 To assist in in the full range of freight forwarding services, as movement scheduling, customs 

brokerage, monitor and control services, cost optimization, etc.  

 To assist in the management, distribution and reallocation of all logistical resources, such as office 

equipment, furniture, stationary, etc.  

 To assist in the organisation and management of the accommodation of international staff, ensuring 

that all related issues (e.g. bookings, cleaning, equipment failures, repairs needed, etc.) are followed-

up and addressed with the relevant managers. 

 To assist in maintaining a comprehensive database of expendable and non-expandable items, 

including the update of the inventory of assets. 

 To provide technical assistance in the operation and the maintenance of the fleet of vehicles and other 

transport equipment.  

 To support Mission operations as a driver whenever required. 

 To support market surveys for the purchase of supplies or provision of local services and to assist in 

local purchases of all kind of logistical items. 

 To undertake any other related task as requested by the line manager(s).  

3. Essential Qualifications and Experience  

 Successful completion of secondary education, attested by a valid diploma; AND 

 A minimum of two (2) years of relevant professional experience, in the field of Logistics, Transport, 

Supply Chain, Administration, or any other related fields, after having fulfilled the education 

requirements. 

 Driving license. 

4. Essential Knowledge, Skills and Abilities  

 Native Arabic speaker. 

 Proficiency in oral and written English.   

 Good computer literacy (web, Microsoft Office) including Data Base Management. 

5. Desirable Qualifications and Experience  

 Additional studies/certified professional training in Logistics, Asset Management, Transport, 

Mechanics or related area.  

 Experience in shipping, freight forwarding and/or general transport. 

 Working experience in a multi-national and international environment or organisations. 
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6.   Desirable Knowledge, Skills and Abilities  

 

 Knowledge of procedures of Libyan Customs for import and export of goods. 

 Ability to work with minimum supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 

 Punctuality; commitment to quality, ability to perform under stress; attention to detail; solid work 

ethics; willingness to work flexible working hours; responsibility and confidentiality. 

 Ability to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name: 

Administrative Assistant 

Employment Regime: 

Local Contracted 

Group: 

III 

Position Number: 

LIBLN22 

Location: 

Tripoli, Libya 

Component/Department/Unit: 

Mission Support/Head of 

Mission Support Office 

1. Reporting Line: 

The Administrative Assistant reports to the Head of Mission Support, or his/her designated alternate. 

 

2. Main Tasks and Responsibilities 

 To maintain office services by organising office operations and procedures, including document 

collection, control of official incoming and outgoing correspondence, archiving and filing of records 

in the centralised filing systems, etc. 

 To assist the different Units in managing records and archives appropriate and effectively, ensuring 

the security, integrity and optimal performance of the document management system. 

 To assist the Legal Office in the administration and update of the Catalogue of instructions, including 

the identification, development and revision of appropriate policies, procedures and guidelines. 

 To undertake administrative and logistical tasks for the preparation and support of meetings and 

appointments, facilitating contacts and agreements with relevant Administrations and local 

authorities. 

 To perform office management duties, including but not limited to secretarial support, taking minutes 

at meetings, drafting verbal notes, reports memos and letters, managing conference rooms, 

maintaining effective databases and filing systems, both in electronic and hard copy formats, etc. 

 To perform translation and interpretation at meetings in liaison and consecutive mode, from English 

to Arabic and vice-versa. 

 To support and coordinate travel arrangement for staff members and Libyan counterparts.  

 To assist in the implementation and follow-up of visa procedures before the MoFA. 

 To assist in the implementation of customs clearance procedures before the Customs Services and/or 

other authorities. 

 To undertake any other related task as requested by the line manager(s).  

3. Essential Qualifications and Experience  

 Successful completion of the secondary education, attested by a valid diploma. 

 A minimum of two (2) years of relevant professional experience, in the field of Administration, 

Human Resources, Document Management or any other related fields, after having fulfilled the 

education requirements. 

4. Essential Knowledge, Skills and Abilities  

 Native Arabic speaker. 

 Proficient in oral and written English. 

 Good computer literacy (web, Microsoft Office) including Data Base Management. 

 

5. Desirable Qualifications and Experience  

 Additional studies/certified professional training in Administration, Human Resources, Document 

Management, Law or related field. 

 Working experience in a multi-national and international environment or organisations. 

 Experience in dealing with local administrative procedures. 
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6. Desirable Knowledge, Skills and Abilities  

 Ability to work with minimum supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 

 Punctuality; commitment to quality, ability to perform under stress; attention to detail; solid work 

ethics; willingness to work flexible working hours; responsibility and confidentiality. 

 Ability to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name: 

Database Administrator  

Employment Regime: 

Local Contracted 

Group: 

II 

Position Number: 

LIBLN23 

Location: 

Tripoli, Libya 

Component/Department/Unit: 

Mission Support/CIS Unit 

1. Reporting Line: 

The Database Administrator reports to the Head of Mission Support, or his/her designated alternate, and 

works under the functional supervision of the CIS Officer. 

2. Main Tasks and Responsibilities 

 To provide basic generic training and support to users on all aspects of IT applications and software 

systems deployed in the Mission, including operating systems, office oftware, security tools and 

custom developed software. 

 To provide IT induction trainings to newcomers, and periodical updates to Mission Members. 

 To address software related issues from users and proposal of solutions. 

 To instal, upgrade and maintain supported software on Mission computers. 

 To maintain and administer the following Server tools when required by the responsible CIS Officer: 

 Microsoft SharePoint Server 

 Microsoft SQL Server 

 Microsoft IIS 

 Microsoft Project Server 

 To design, setup and maintain relational databases on Microsoft SQL Server and MySQL, MariaDB or 

similar. 

 To maintain, fix and improve custom software developed on Microsoft .NET for Desktops and 

SharePoint including controls, tools and libraries from Infragistics. 

 To develop and fix of stored procedures in Microsoft SQL Server databases. 

 To develop software solutions on Microsoft .NET to run on Microsoft Windows Desktop, Web 

Servers including IIS and Apache and Microsoft SharePoint. 

 To develop smart contracts on Ethereum or similar using technologies such as Solidity, Hyperledger, 

etc. 

 To develop tools to run on Android. 

 To document the existing custom software, existing databases designs, and new products to be 

developed. 

 To develop applications following secure software development practices. 

 To undertake any other related task as requested by the line manager(s).  

 

3. Essential Qualifications and Experience  

 A level of education which corresponds to completed University studies attested by a diploma when 

the normal period of University education is at least three years in a field relevant to this post such as 

Information Technology, Computer Engineering, Computers Science or other relevant fields and 3 

years of relevant professional experience in software development; OR 

Secondary education in a field relevant to this post and 5 years of relevant professional experience in 

software development. 

 Experience in developing software in ASP, ASP.NET or any Microsoft .DOT technologies. 

 Experience developing on Microsoft Visual Studio. 

 

4. Essential Knowledge, Skills and Abilities  

 Proficiency in integrating SQL databases into online web pages. 

 Proficiency with Microsoft IIS web server management. 

 Proficiency with Microsoft SharePoint server management. 
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 Proficiency configuring and troubleshooting Microsoft Windows 10 Pro. 

 Proficient in oral and written English. 

 

5. Desirable Qualifications and Experience  

 Experience administering Microsoft SQL Server 2014 or/and 2016. 

 Experience administering MySQL. 

 Data modelling, database optimization, understanding and implementation of schemas, and the ability 

to interpret and write complex SQL queries. 

 Strong technical knowledge of relational database systems in particular on Microsoft SQL Server, 

including SQL scripts development, stored procedures and triggers. 

 Proven experience developing on Microsoft .NET for desktop and web servers using Microsoft 

Visual Studio. 

 Experience integrating Infragistics Controls and Libraries for ASP.NET. 

 Advanced knowledge of .Net Framework. 

 Relevant certifications are an asset. 

 

6. Desirable Knowledge, Skills and Abilities  

 Ability to work with minimum supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 

 Punctuality; commitment to quality, ability to perform under stress; attention to detail; solid work 

ethics; willingness to work flexible working hours; responsibility and confidentiality. 

 Ability to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 
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Position Name: 

Assistant to Press and Public 

Information Officer 

Employment Regime: 

Local Contracted 

Group: 

III 

Position Number: 

LIBLN24 

Location: 

Tripoli, Libya 

Component/Department/Unit: 

Head of Mission Office 

1. Reporting Line: 

The Assistant to Press and Public Information Officer reports to the Press and Public Information Officer 

(PPIO) or designated alternate. 

 

2. Main Tasks and Responsibilities 

 To provide accurate and timely information about breaking news and latest incidents, especially 

related to border related issues. 

 To translate all types of texts including, Factsheets, Press releases, Newsletters, EUBAM website 

contents both new and existing etc. from English to Arabic. 

 To monitor news and major developments in the country and social media channels and prepare a 

daily report. 

 To maintain the Mission’s website and social media presence (e.g. Facebook, LinkedIn) and edit 

video programmes.  

 To provide photographic contents for newsletter and website articles. 

 To maintain professional contacts with national journalists. 

 To interpret in liaison and consecutive mode, from English to Arabic and vice-versa, in meetings with 

national journalists. 

 To perform general press office administrative duties including receiving calls, arranging meetings, 

scanning, photocopying and documenting the files of the Press Office. 

 To maintain the highest levels of confidentiality when dealing with assigned materials, and all 

EUBAM information. 

 To perform any other related duties as instructed by the line manager(s). 

3. Essential Qualifications and Experience  

 Successful completion of the secondary education, attested by a valid diploma. 

 A minimum of two (2) years of relevant professional experience in the field of Media management, 

Journalism, Civil Society Advocacy, Public Relations or any other related fields, after having fulfilled 

the education requirements. 

4. Essential Knowledge, Skills and Abilities  

 Native Arabic speaker. 

 Proficient in oral and written English. 

 Good computer literacy (web, Microsoft Office) including proficiency in website and on-line social 

media management. 

 Excellent Arabic and English oral and written drafting skills. 

 Good photographic skills. 

 

5. Desirable Qualifications and Experience  

 Additional studies/certified professional training in Media, Journalism or related field. 

 Working experience in a multi-national and international environment or organisations. 
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6. Desirable Knowledge, Skills and Abilities  

 Ability to work with minimum supervision, complete assigned tasks within strict deadlines and 

consistently maintain quality and accuracy in performance of duties. 

 Punctuality; commitment to quality, ability to perform under stress; attention to detail; solid work 

ethics; willingness to work flexible working hours; responsibility and confidentiality. 

 Ability to maintain a clean, safe and hazard free working environment and the highest standards of 

personal appearance at all times. 

 


