
 

 

Do you want to help shape the future of the European Union? Make the planet greener, 

promote a fairer society, or support businesses and innovation across the EU? Then come and 
work for the European Commission where you can really make a difference! 

Commission staff are a diverse group of people, who are motivated to help make Europe – and 
the world – a better place. They come from the 27 Member States of the European Union. 
Different nationalities, languages and cultures make the Commission a vibrant and inclusive 
working place.  

 

WE OFFER ATTRACTIVE WORKING CONDITIONS AND MUCH MORE: 

• Interesting and challenging positions with plenty of opportunities for training and 
acquiring new skills and competencies over your whole career; 

• Opportunities to try several areas of work throughout your career;  

• Flexible working conditions and the possibility of teleworking – we care about your 
work-life balance;  

• A competitive financial package, including comprehensive sickness, accident and 
pension schemes;  

• Multilingual schools for your kids;  

• We are also proud to be an equal opportunity employer and promote diversity and 
inclusion. 

 

We recruit from a wide range of backgrounds: 

We are not only recruiting political scientists and lawyers but also looking for all kinds of 
profiles, including natural scientists, linguists and economists, as well as drivers and engineers. 

For more information ec.europa.eu/work-with-us. 

 

  

https://commission.europa.eu/about-european-commission/organisational-structure/people-first-modernising-european-commission/people-first-working-european-commission_en


 

 

 

STAFF RECRUITED ON CONTRACTS 

 

In addition to permanent officials, the European Commission often recruits non-permanent 

staff. There are two categories of non-permanent staff: 

• temporary agents are recruited to fill vacant positions for a set amount of time or 
to perform highly specialised tasks. 

• contract agents may provide additional capacity in specialised fields where an 
insufficient number of officials is available or carry out a number of administrative or 
manual tasks. They are generally recruited for fixed-term contracts (maximum 6 years in 
any EU Institution), but in some cases they can be offered contracts for an indefinite 
duration (in offices, agencies, delegations or representations). 

For more information on different staff categories.  

  

https://epso.europa.eu/en/selection-procedure/how-apply
https://epso.europa.eu/en/selection-procedure/how-apply
https://epso.europa.eu/en/eu-careers/staff-categories#tab-0


 

 

 

Directorate A for International and Horizontal Affairs has around 100 staff in four units. Directorate 
A ensures the overall coordination and coherence of home affairs as well as of relations with other 
Commission services and institutions. 
 
In this context, Directorate A will lead the preparation within DG HOME for the new Commission to 
take office in 2024. Directorate A is responsible for timely, accurate and credible communication 
inside DG HOME, towards external stakeholders and the public. It develops, implements and 
represents DG HOME's external policies on migration and security. Finally, Directorate A monitors 
the implementation of EU law and provides assistance to the rest of the DG on legal issues. 
 

The position of secretary to the Director is in a highly visible policy area and in a friendly and 
stimulating work environment. 
 
He/she will provide administrative support such as processing, registering and following up on mail 
and deadlines, diary management and answering phone calls, organising missions and meetings, 
ensuring quality of files, as well as the preparation of files for meetings. 
 
He/she will deal with the documents arriving in the virtual entities ARES (assigning to relevant unit, 
follow-up and archiving). He/she will also give some guidance to the units' secretariats. Depending 
on experience and capacity, the possibility exists to develop your skills and take charge of a variety 
of additional tasks. 
 
 
  



 

 

We are looking for an experienced secretary with a good team spirit and service-oriented mind. 
He/she should be discreet, self-motivated, pro-active, flexible and able to organise the work 
independently with a strong sense of responsibility. 
 
He/she should be able to adjust to multiple tasks even under tight deadlines.  
 
He/she will work closely with the assistant of the Director.  
 
A positive attitude, good communication skills, excellent interpersonal relations and sound 
judgement are also essential.  
 
His/her good knowledge of standard Commission IT tools and applications would be an asset.  
 
Very good knowledge of English is required. Some knowledge of French and German would be an 
asset. 
 



 

 

 

 
 

 

mailto:HOME-A-DIR@ec.europa.eu
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https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A01962R0031-20140501


 

 

 

https://myintracomm.ec.europa.eu/staff/Documents/talent-management/staff/officials/Modification%20d%c3%a9cision%20c%282004%291313%20EN.pdf
https://myintracomm.ec.europa.eu/staff/Documents/talent-management/staff/officials/Modification%20d%c3%a9cision%20c%282004%291313%20EN.pdf
https://myintracomm.ec.europa.eu/infoadm/en/2013/Documents/ia13075_en.PDF
https://epso.europa.eu/en/eu-careers/benefits#tab-Work/Life%20Balance
https://epso.europa.eu/en/eu-careers/benefits#tab-Work/Life%20Balance
https://ec.europa.eu/dpo-register/detail/DPR-EC-01029

