	Annex 2 Job descriptions
	JTS manual of procedures for IPA III CBC programmes under direct management 



Job description – Head of JTS

Position: Head of the JTS for the 2021-2027 IPA III CBC programme <Country A> - <Country B> (hereinafter referred to as ‘the programme’)

Location: JTS head office in <…>, JTS antenna office in <…>
A
Overall objective

Technical assistance under the programme will be made available via the direct award of a grant contract following the invitation to submit an application by the Delegation of the European Union to <country A>, where the contracting authority (CA) for the programme is located, to the CBC structure in the same country, in accordance with Articles 190 & 195 of the Financial Regulation. Such grant contract will hereinafter be referred to as ‘TAGC’. It will finance a) the salaries of the JTS staff and the fees of other experts; b) travel costs and per diems for business trips; c) costs associated with equipment and vehicles for the use of the CBC structures/JTS staff; d) office accommodation, utilities and stationery; e) costs of meetings, field visits and events; f) costs of sub-contracted services (e.g. translation, interpretation, publications, expenditure verification); g) costs related to communication and visibility of results and outputs; and h) other costs such as insurance, contests and even small scale works.
In line with the TAGC and the relevant documents and procedures agreed between the participating countries (protocol of joint management, JMC RoP, manual of procedures for the JTSs) and between the participating countries and the European Commission (financial framework partnership agreements, financing agreements, the relevant cross-border cooperation programme), the Head of the JTS shall be responsible for:

· Planning, organising, assigning and supervising the work of all the experts hired under the TAGC (primarily JTS staff, but also trainers, evaluators and assessors as appropriate);
· Ensuring that all activities and outputs under the TAGC and other relevant documents are produced on time and with an adequate quality (see section B below);
· Maintaining smooth and regular communication with all programme stakeholders (i.e., potential applicants, beneficiaries, the CBC structures, the CA of the programme and the DEU in the partner beneficiary country); 
· Reporting to the employee (Programme Coordinator, Project Manager or other as appropriate) appointed by each CBC structure for liaison with the JTS;
· Making proposals for amendments to programme documents or procedures to the CBC structures (either in monthly TAGC reports or in annual implementation reports or equivalent).
Given that the Head of the JTS shall be responsible for the implementation of activities and the delivery of outputs under the TAGC, it is anticipated that the role will primarily involve organisational/administrative and supervisory issues (e.g.: preparing the JTS work plans, reports on the TAGC and control of work prepared by JTS project officers). However, given the number of tasks that the JTS must carry out, it is also expected that the head of the JTS shall get involved on certain substantive tasks and find helpful to organise an efficient split of duties amongst the members of the JTS team.

As the JTS premises have at least two locations: the head and the antenna office, and as the CBC operations must be monitored, a certain amount of travel can be expected.

B
Responsibilities and tasks

Managing the TAGC
· Ensure the planning and organisation of work for its entire period of implementation (usually 3 years) and on an annual rolling basis; such planning and organisation will encompass both the TAGC work plan and the annual/multi-annual JTS work plan, including a review of the number of needed staff against the current and future workloads.

· Ensure the preparation of the draft grant application form for contracting subsequent technical assistance funds.
· Ensure the availability of JTS office accommodation (head office and antenna), its functioning and, where and when required, the recruitment of the staff needed to perform the tasks of the JTS.
· Ensure that the budget can cater for all the activities required by the annex I (description of the action) of the contract.
· Ensure that all activities and outputs are timely implemented and properly recorded in monthly reports and timesheets for each JTS staffer and other experts.
· Ensure, as per provisions of the general conditions, the preparation and submission of narrative and financial reports, as well as requests for payment.
· Ensure the visibility of outputs produced under the TAGC and that the implementation of activities respects the provisions of the Communicating and Raising EU Visibility: Guidance for External Actions 2022.
· Ensure the preparation and submission of procurement documentation to buy supplies and services; ensure the management of the procurement procedure and contracts, including checks on invoices and related technical documentation.
· Ensure that the auditor will have all the necessary support to timely prepare the expenditure verification reports.
Calls for Proposals – prior to the launch

· Ensure the organisation of workshops (PCM) for potential applicants

· Deliver capacity building
 or articulate separate channels tailored for local and regional authorities based on a needs assessment when

· providing training for potential applicants on the preparation of CBC applications and project management/implementation;

· organising ‘clinics’ for unsuccessful applicants;

· holding helpdesks;

· assisting the potential applicants in partnership and project development;

· organising training or on-hand support on how to benefit from EU funds and to prepare good applications.

Calls for proposals, if required by the CA of CBC operations – launching phase
· Ensure providing support in the preparation and submission of the annual work programme
· Ensure the organisation of partner search forums

· Ensure the publication of calls for proposals to programme website
· Ensure providing support in organisation of information sessions 
· Ensure support in answering queries from interested applicants (if requested by the CA and accepted by the DEU)
Calls for Proposals, if required by the CA of CBC operations - evaluation phase
· Ensure the publication of grant awards
· Collect statistical information on each call for proposals and the list of awarded operations.
Calls for Proposals, if required by the CA of CBC operations – post evaluation phase

· Contribute to budgetary clearing prior to grant contract signature for operations
· Conduct the revision of logical framework matrixes of operations selected for funding prior to the contract signature or, if unpracticable, during the first quarter of the period of implementation of that contract.
Project implementation and monitoring
· Ensure the drafting of an implementation package for beneficiaries

· Ensure the organisation of implementation seminars for beneficiaries

· Ensure that files for each project are opened and maintained

· Ensure that a helpline is maintained for beneficiaries

· Ensure advice on secondary procurement under grant contracts is provided to grant beneficiaries
· Ensure the preparation and submission of a risk assessment per operation as well as that the appropriate follow-up actions are taken
· Ensure the review and follow-up of interim/progress and final reports from operations prior to their submission to the CA of CBC operations 
· Ensure the development and submission of an indicative monitoring visit schedule
· Ensure that monitoring visits are conducted and that reports are drafted and appropriate follow-up actions taken

· Ensure that relevant up-to-date project information is kept in electronic form
· Ensure recording qualitative data from the implementation of CBC operations.

Programme monitoring
· Ensure the provision, verification and validation of data inputs on programme implementation in a regional monitoring system 

· Ensure the preparation and submission of annual implementation reports (or equivalent documentation for Joint Monitoring Committees not scheduled to examine such reports) and the final implementation report

· Ensure cooperation with evaluators and auditors

· Ensure that programme documents and relevant procedures are drafted or amended as required

· Ensure the secretarial function of the Joint Monitoring Committee and of the TAGC Project Steering Committee, if applicable
· Ensure administrative and logistic support to the JMC and CBC structures regarding the revision of the 2021-2027 IPA III CBC programme document (if applicable for the mid-term review)
· Ensure administrative and logistic support to the meetings of the joint task force (JTF) that will oversee the preparation of the 2028-2034 IPA IV CBC programme document
· Ensure the provision of any relevant information to the CBC structures in the participating countries as required

· Ensure a contribution to the capitalisation of results
· Organise and/or conduct analytical, research and/or background studies.
Communication and visibility
· Ensure the preparation, monitoring and updating of a communication and visibility plan
· Ensure the uplifting and maintenance of the programme website
· Ensure the organisation of events as indicated in the JTS work plans, timetables for calls for proposals, and/or the communication and visibility plan
· Ensure the preparation, submission and production of printed materials as indicated in JTS work plans and/or the communication and visibility plan
· Ensure suitable visibility at all programme events, on printed materials, etc. in line with visual identity rules
· Ensure that databases for supplying data are established and maintained

· Ensure handling any media enquiry

· Ensure sounding out the community level visibility of the programme.

Other
· Ensure the compilation of documents for strategic projects selected by the CBC structures outside a call for proposals 
· Ensure the immediate reporting of any irregularities identified

· Ensure recording and reporting exceptions
· Ensure that all documents are appropriately filed either in physical or electronic form, or both
· Ensure attending any client enquiry that do not fall under any other task

· Ensure participation in meetings with the CBC structures, regional consultative forums and other regional events
· Ensure participation in exchanges of staff and study visits.

Professional requirements

The Head of the JTS must meet the following minimum selection criteria:

· University degree

· 5 years of relevant professional experience (e.g. project management)

· Fluent in English (speaking and writing)
· Fluent in 1 of the official languages of the participating countries (speaking and writing)

· Computer literate

In addition to meet the minimum selection criteria, the position of head of the JTS must be offered to whomever also satisfy the following criteria:

· Experience in leading a team or similar demonstrable experience in a position requiring initiative and responsibility

· Sound knowledge of the principles of project cycle management

· Experience in programme and/or project management in one or the two participating countries (financed from the EU or other sources)

· Knowledge and experience of EU procurement procedures

· Knowledge of relevant EU documents and procedures (e.g.: IPA regulations, implementing regulations, framework agreements, financing agreements, direct and indirect implementation systems, the relevant CBC programme)

· Knowledge and experience of relevant national legislation and procedures in one or the two participating countries (e.g.: working in, with or for public administration)

Job description – JTS project officer (other titles are also possible, e.g.: “task manager”, depending on the ‘description of the action’ of the particular TAGC)
Position: Project officer of the JTS for the 2021-2027 IPA III CBC programme <Country A> - <Country B> 

Location: JTS head office in <…>, JTS antenna in <…>
A
Overall objective

Technical assistance under the programme will be made available via the direct award of a grant contract following the invitation to submit an application by the Delegation of the European Union to <country A> where the contracting authority (CA) for the programme is located to the CBC structure in the same country, in accordance with Articles 190 & 195 of the Financial Regulation. Such grant contract will hereinafter be referred to as ‘TAGC’. It will finance a) the salaries of the JTS staff and the fees of other experts; b) travel costs and per diems for business trips; c) costs associated with equipment and vehicles for the use of the CBC structures/JTS staff; d) office accommodation, utilities and stationery; e) costs of meetings, field visits and events; f) costs of sub-contracted services (e.g. translation, interpretation, publications, expenditure verification); g) costs related to communication and visibility of results and outputs; and h) other costs such as insurance, contests and even small scale works.

In line with the TAGC and the relevant documents and procedures agreed between the participating countries (protocol of joint management, JMC RoP, manual of procedures for the JTSs) and between the participating countries and the European Commission (financial framework partnership agreements, financing agreements, the relevant cross-border cooperation programme), the JTS project officer shall, under the direction of the head of the JTS, be responsible for:

· Monitoring and reporting on the implementation of individual projects

· Monitoring and reporting on the implementation of the programme

· Provision of information and advice to potential applicants and grant beneficiaries

· Fulfilment of any other tasks assigned by the head of the JTS (e.g., preparation of programme publicity materials, management of natural and legal entities sub-contracted under the TAGC)

As the JTS premises have at least two locations: the head and the antenna office, and as the CBC operations must be monitored, a certain amount of travel can be expected.

B
Responsibilities and tasks

The JTS project officer will not be responsible for all tasks below; the Head of the JTS will decide which should be assigned to which project officer, including the specific projects to be managed.

Managing the TAGC
· Prepare claims for specific costs under the TAGC to be approved by the relevant CBC structures
· Draft procurement documentation to buy supplies and services; manage the procurement procedure and contracts, including checks on invoices and related technical documentation

· Draft monthly reports of activities implemented under the TAGC and monthly reports on financial progress under the TAGC
· Draft interim and final reports on the implementation of the TAGC

Calls for Proposals – prior to the launch

· Ensure the organisation of workshops (PCM) for potential applicants

· Deliver capacity building or articulate separate channels tailored for local and regional authorities based on a needs assessment when

· providing training for potential applicants on the preparation of CBC applications and project management/implementation;

· organising ‘clinics’ for unsuccessful applicants;

· holding helpdesks;

· assisting the potential applicants in partnership and project development;

· organising training or on-hand support on how to benefit from EU funds and to prepare good applications.

Calls for Proposals, if required by the CA of CBC operations – launching phase
· Draft the annual work programme
· Organise partner search forums 

· Ensure the publication of calls for proposals to programme website
· Provide support in organisation of information sessions and workshops for potential applicants
Calls for proposals, if required by the CA of CBC operations - evaluation phase
· Draft lists of grants awarded for publication

· Record statistical information on each call for proposals

· Ensure recording statistical information on the list of awarded operations.

Calls for Proposals, if required by the CA of CBC operations – post evaluation phase

· Contribute to budgetary clearing prior to grant contract signature for operations
· Conduct the revision of logical framework matrixes of operations selected for funding prior to the contract signature or, if unpracticable, during the first quarter of the period of implementation of that contract.
Project implementation and monitoring
· Support the preparation of an implementation package for beneficiaries

· Assist with the organisation of implementation seminars for beneficiaries

· Open and maintain files for each project

· Maintain a helpline for beneficiaries

· Provide advice on secondary procurement under grant contracts

· Draft a risk assessment report and take appropriate follow-up actions

· Review and follow up interim and final reports from operations prior to their submission to the CA of CBC operations 
· Draft an indicative monitoring visit schedule

· Conduct monitoring visits, draft monitoring visit reports and follow up

· Keep relevant up-to-date project information in electronic form

Programme monitoring
· Contribute to the provision, verification and validation of data inputs on programme implementation in a regional monitoring system 
· Draft annual implementation reports (or equivalent documentation for Joint Monitoring Committees not scheduled to examine such reports) and the final implementation report
· Cooperate with evaluators and auditors

· Draft and/or amend programme documents and relevant procedures as required

· Provide the secretarial function of the Joint Monitoring Committee and the TAGC Project Steering Committee, if applicable
· Ensure administrative and logistic support to the JMC and CBC structures regarding the revision of the 2021-2027 IPA III CBC programme document (if applicable for the mid-term review)
· Ensure administrative and logistic support to the meetings of the joint task force (JTF) that will oversee the preparation of the 2028-2034 IPA IV CBC programme document
· Ensure the provision of any relevant information to the CBC structures in the participating countries as required

· Ensure a contribution to the capitalisation of results

· Organise and/or conduct analytical, research and/or background studies.

Communication and visibility
· Assist with the preparation, monitoring and updating of a communication and visibility plan
· Assist with the uplifting and maintenance of the programme website
· Assist with the organisation of events as indicated in the JTS work plans, timetables for calls for proposals, and/or the communication and visibility plan
· Assist with preparation and production of printed materials as indicated in the JTS work plans and/or the communication and visibility plan
· Establish and maintain databases for supplying data

· Ensure the suitable visibility at all programme events, on printed materials, etc. in line with visual identity rules 
· Contribute to sounding out the community level visibility of the programme.
Other
· Compile documentation on strategic projects selected by the CBC structures outside a call for proposals as required by the head of the JTS

· Report any identified irregularities immediately

· Record and report on exceptions to procedures

· File all documents as appropriate, either in physical or electronic form, or both.

· Attend any client enquiry that do not fall under any other task

· Participate at meetings with the CBC structures, regional consultative forums and other regional events
· Participate in exchanges of staff and study visits.
Professional requirements

The JTS project officer must meet the following minimum selection criteria:

· University degree

· 3 years of relevant professional experience (e.g. project management)

· Fluent in English (speaking and writing)
· Fluent in 1 of the official languages of the participating countries (speaking and writing)

· Computer literate

In addition to meet the minimum selection criteria, the position of JTS project officer must be offered to whomever also satisfy the following criteria:

· Sound knowledge of the principles of project cycle management

· Experience in programme and/or project management in one or the two participating countries (financed from the EU or other sources)

· Knowledge and experience of EU procurement procedures

· Knowledge of relevant EU documents and procedures (e.g.: IPA regulations, framework agreements, financing agreements, centralised and decentralised implementation systems, the relevant CBC programme)

· Knowledge and experience of relevant national legislation and procedures in one or the two participating countries (e.g.: working in, with or for public administration)
Job description – JTS project officer for communication and visibility (other titles are also possible, e.g.: “publicity and information officer”, “communication and administration specialist”, “project officer with communication specialisation”, depending on the ‘description of the action’ of the specific TAGC)
Position: Project officer for communication and visibility of the Joint Technical Secretariat for the 2021-2027 IPA III CBC programme <Country A> - <Country B> (hereinafter referred to as “the programme”)

Location: JTS head office in <…> or JTS antenna in <…>
A
Overall objective

Technical assistance under the programme will be made available via the direct award of a grant contract following the invitation to submit an application by the Delegation of the European Union to <country A> where the contracting authority (CA) for the programme is located to the CBC structure in the same country, in accordance with Articles 190 & 195 of the Financial Regulation. Such grant contract will hereinafter be referred to as ‘TAGC’. It will finance a) the salaries of the JTS staff and the fees of other experts; b) travel costs and per diems for business trips; c) costs associated with equipment and vehicles for the use of the CBC structures/JTS staff; d) office accommodation, utilities and stationery; e) costs of meetings, field visits and events; f) costs of sub-contracted services (e.g. translation, interpretation, publications, expenditure verification); g) costs related to communication and visibility of results and outputs; and h) other costs such as insurance, contests and even small scale works.

In line with the TAGC and the relevant documents and procedures agreed between the participating countries (protocol of joint management, JMC RoP, manual of procedures for the JTSs) and between the participating countries and the European Commission (financial framework partnership agreements, financing agreements, the relevant cross-border cooperation programme), the JTS project officer for communication and visibility shall, under the direction of the head of the JTS, be responsible for:

· Ensuring that the programme is adequately publicised and that the rules on visibility are met, including the development and implementation of a communication and visibility plan 

· Ensuring that the rules on publicity and visibility are understood by grant beneficiaries and respected

· Ensuring that questions received from interested parties on the programme receive timely and accurate replies

· Informing and coordinating with staff in the CBC structures who are responsible for communication and visibility

As the JTS premises have at least two locations: the head and the antenna office, and as the CBC operations must be monitored, a certain amount of travel can be expected.

B
Responsibilities and tasks

The tasks of the JTS project officer for communication and visibility shall consist of reviewing documents or carrying out activities that would meet the provisions of the Communicating and Raising EU Visibility: Guidance for External Actions 2022. For instance:
Managing the TAGC
· Check that the implementation of activities under the TAGC are in line with the Guidance for External Actions 2022
· Prepare claims for costs under the TAGC related to communication and visibility, to be approved by the relevant CBC structures
· Draft procurement documentation for supplies and services related to communication and visibility to be contracted under the TAGC; manage the resulting procurement procedure and contracts, including checks on invoices and related technical documentation

Calls for Proposals – prior to the launch

· Organise workshops (PCM) for potential applicants

Calls for proposals, if required by the CA of CBC operations – launching phase
· Assist with the organisation of partner search forums 

· Take care of the publication of calls for proposals at the programme website
· Provide support in organisation of information sessions 
· Provide support in answering queries from interested applicants related to communication and visibility issues (if accepted by the DEU)
Calls for Proposals, if required by the CA of CBC operations - evaluation phase
· Ensure publication of grant awards

Project implementation and monitoring
· Support in the preparation of the annual work programme for grants 

· Assist with drafting an implementation package for beneficiaries 
· Assist with the organisation of implementation seminars for beneficiaries 
· Open and maintain files for each project

· Provide advice on secondary procurement under grant contracts

· Draft a risk assessment report and take appropriate follow-up actions

· Draft an indicative monitoring visit schedule

· Conduct monitoring visits, draft monitoring visit reports and follow up

· Keep relevant up-to-date project information in electronic form

Programme monitoring
· Contribute to the provision, verification and validation of data inputs on programme implementation in a regional monitoring system
· Assist with drafting the annual implementation reports (or equivalent documentation for Joint Monitoring Committees not scheduled to examine such reports) and the final implementation report

· Cooperate with evaluators and auditors on issues related to communication and visibility
· Assist with drafting and/or amending programme documents and relevant procedures as required 
· Provide the secretarial function of the Joint Monitoring Committee and the TAGC Project Steering Committee
· Provide any relevant information to the CBC structures in the participating countries as required

· Contribute to the capitalisation of results

· Organise and/or conduct analytical, research and/or background studies.

Communication and visibility 
· Draft, update, implement and monitor the communication and visibility plan
· Uplift and maintain the programme website
· Organise or assist with the organisation of events as indicated in the JTS work plans, timetables for calls for proposals, and/or the communication and visibility plan
· Prepare, submit and arrange the production of printed materials and other visibility items as indicated in the JTS work plans and/or the communication and visibility plan

· Establish and maintain databases for supplying data

· Ensure suitable visibility at all programme events, on printed materials, etc. in line with visual identity rules

· Ensure the handling of media enquiries

· Contribute to sounding out the community level visibility of the programme.
Other
· Compile documentation on strategic projects selected by the CBC structures outside CfP, as required by the head of the JTS 

· Report any identified irregularities immediately

· Record and report on any identified exception to procedures

· File all documents as appropriate, either in physical or electronic form, or both

· Fulfilment of any other tasks assigned by the Head of the JTS

· Attend any client enquiry that do not fall under any other task

· Participate at meetings with the CBC structures, regional consultative forums and other regional events

· Participate in exchanges of staff and study visits.
Professional requirements

The JTS project officer for communication and visibility must meet the following minimum selection criteria:

· University degree

· 3 years of relevant professional experience (e.g.: working in the media, project management)

· Fluent in English (speaking and writing)
· Fluent in one of the official languages of the participating countries (speaking and writing)

· Computer literate

In addition to meet the minimum selection criteria, the position of the JTS project officer for communication and visibility must be offered to whomever also satisfy the following criteria:
· Experience in publicity and information dissemination (e.g.: working in the media, design, publishing)

· Sound knowledge of the principles of project cycle management

· Experience in programme and/or project management in one or the two participating countries (financed from the EU or other sources)

· Knowledge and experience of EU procurement procedures

· Knowledge of relevant EU documents and procedures (e.g.: IPA regulations, framework agreements, financing agreements, centralised and decentralised implementation systems, the relevant CBC programme)

· Knowledge and experience of relevant national legislation and procedures in one or the two participating countries (e.g.: working in, with or for public administration)
Job description – JTS financial specialist (other titles are also possible, as well as different segregation of duties, e.g.: “financial and administrative assistant”, “administrative assistant”, depending on the ‘description of the action’ of the particular TAGC)
Position: Financial specialist of the Joint Technical Secretariat for the 2021-2027 IPA III CBC programme <Country A> - <Country B> (hereinafter referred to as “the programme”)

Location: JTS head office in <…>
A
Overall objective

Technical assistance under the programme will be made available via the direct award of a grant contract following the invitation to submit an application by the Delegation of the European Union to <country A> where the contracting authority (CA) for the programme is located to the CBC structure in the same country, in accordance with Articles 190 & 195 of the Financial Regulation. Such grant contract will hereinafter be referred to as ‘TAGC’. It will finance a) the salaries of the JTS staff and the fees of other experts; b) travel costs and per diems for business trips; c) costs associated with equipment and vehicles for the use of the CBC structures/JTS staff; d) office accommodation, utilities and stationery; e) costs of meetings, field visits and events; f) costs of sub-contracted services (e.g. translation, interpretation, publications, expenditure verification); g) costs related to communication and visibility of results and outputs; and h) other costs such as insurance, contests and even small scale works.

In line with the TAGC and the relevant documents and procedures agreed between the participating countries (protocol of joint management, JMC RoP, manual of procedures for the JTSs) and between the participating countries and the European Commission (financial framework partnership agreements, financing agreements, the relevant cross-border cooperation programme), the JTS financial specialist shall, under the direction of the head of the JTS, be responsible for:

· Ensuring the smooth administration of the JTS – performing administrative tasks related to JTS premises, staff and activities

· Receipt, registration, dispatch and forwarding of documents submitted in physical or electronic form

· Provision of translation and interpretation services as required.
B
Responsibilities and tasks

Where assistance from the JTS financial specialist is indicated below, this task shall consist of providing administrative support (e.g.: translation, scanning, copying, hiring premises, arranging business trips, etc.).

Managing the TAGC
· Maintaining up-to-date electronic information on the consumption of human resources and finances (costs incurred, funds disbursed and remaining) under the TAGC
· Assist with the preparation and submission of requests for payment under the TAGC, related documentation and any amendments

· Assists and prepare claims for costs under the TAGC to be approved by the relevant CBC structures
· Draft procurement documentation for supplies and services for administrative issues (e.g. interpretation, translation, printers) to be contracted under the TAGC; manage the resulting procurement procedure and contracts, including checks on invoices and related technical documentation

· Draft monthly financial reports as well as interim and final financial reports on the implementation of TAGC.
Calls for Proposals – prior to the launch

· Organise workshops (PCM) for potential applicants

Calls for proposals, if required by the CA of CBC operations – launching phase
· Assist with the organisation of partner search forums
· Assist to the organisation of information sessions 
Project implementation and monitoring
· Support the preparation of the implementation package for grant beneficiaries

· Assist with the organisation of implementation seminars for grant beneficiaries

· Open and maintain files for each project

· Maintain a helpline for beneficiaries

· Provide advice on secondary procurement under grant contracts

· Draft a risk assessment report and take appropriate follow-up actions

· Review and follow up interim and final financial reports from operations prior to their submission to the CFCU
· Conduct monitoring visits, draft monitoring visit reports and follow up

· Keep relevant up-to-date project information in electronic form.
Programme monitoring
· Dispatch documentation to the members of Joint Monitoring Committees

· Receive and forward information or correspondence pertaining to Joint Monitoring Committees
· Cooperate with evaluators and auditors 
· Provide any relevant information to the CBC structures in the participating countries as required.
Communication and visibility
· Draft, update, implement and monitor the communication and visibility plan

· Assist with the organisation of events as indicated in the JTS work plans, timetables for calls for proposals, and/or the communication and visibility plan
· Assist with the preparation, submission and production of printed materials as indicated in the JTS work plans and/or the communication and visibility plan
· Establish and maintain databases for supplying data 
· Contribute to sounding out the community level visibility of the programme.
Other
· Ensure the immediate reporting of any irregularities identified

· Ensure the immediate reporting on exceptions to procedures

· Ensure that all documents are appropriately filed either in physical or electronic form, or both.

· Provision of administrative support to JTS staff and other technical assistance under the TAGC (scanning, printing, etc.)

· Translation of relevant documentation from English into one of the languages of the participating countries or vice versa

· Fulfilment of any other tasks assigned by the head of the JTS 
· File all documents as appropriate, either in physical or electronic form, or both 
· Attend any client enquiry that do not fall under any other task

· Participate at meetings with the CBC structures, regional consultative forums and other regional events.
Professional requirements

The JTS financial specialist must meet the following minimum selection criteria:

· University degree
· At least 3 years of relevant professional experience (i.e., administrative and financial issues)
· Fluent in English (speaking and writing)
· Fluent in one of the official languages of the participating countries (speaking and writing)

· Computer literate

In addition to meet the minimum selection criteria, the position of JTS financial specialist must be offered to whomever also satisfy the following criteria:
· Experience in financial reporting for donor funded projects

· Experience of office and/or project administration
� A full-time expert could be hired to cater for the capacity building of the local and regional authorities across the border, preparing and implementing CBC projects. Furthermore, this expert could also be behind the foregoing clinics and helpdesk, as well as the needs assessment.





PAGE  
1

