
CALL FOR EXPRESSION OF INTEREST FOR CONTRACT AGENT  

DG COMMUNICATION is looking for a Secretary to a Head of Representation 

Function Group: II 

Post Number 422313 

Place of Employment Representation in Berlin, Germany 

Deadline for 
applications:  

18/03/2025 

Contact person:  Jürgen Gmelch, Head of Administration 

Entity presentation 
(We are): 

DG Communication (DG COMM), as a corporate communication service, 
promotes the policy priorities of the European Commission and contributes 
to bringing Europe closer to citizens.  The Representations in all Member 
States play a crucial role in this.  Their main tasks are: 

• Support the President and the Members of the Commission by 
reinforcing the political and media profile of the European Commission 
in the Member States, including the preparation, organisation and 
follow up of visits of the members of the College.  Representing the 
European Commission in the respective Member State towards national, 
regional and local authorities, media, stakeholders and citizens. 

• Country-specific Economic and Political Information and Analysis: 
Representations provide the Commission with in-depth, accurate and 
timely information and analysis regarding relevant developments in the 
Member States and the views of the Government and, political parties, 
think tanks and civil society. 

• Press and Media Communications: in cooperation with the 
Spokesperson's Service, Representations communicate on behalf of the 
Commission. 

• Outreach to Citizens: Representations provide outreach and 
communication to citizens and stakeholders/multipliers in the Member 
States, by managing information networks and by explaining the policy 
priorities of the Commission in a local context.  

Job profile 
(We look for): 

See job description enclosed. 

Recruitment policy: DG COMM encourages mobility for all CA 3a and 3b employed in 
Commission services, as well as accepts applications from candidates 
registered in recent CAST lists. 

How to apply: Applications (CV and a motivation letter) should be sent by the above-
mentioned deadline via e-mail to juergen.gmelch@ec.europa.eu, 
mentioning in the subject of the message "Job title & post number". 

 



--

Job Profile 

Position 

EUROPEAN COMMISSION 

Job Description Form 

Job description version2 (Local HR validation) 
Job description version422313 in COMM.DGA1.C.BE 

Valid fromuntil 

CONTRACT AGENT FGII 

Job title 

Secretary - to the Head of Representation 

Domains 

Generic domain 

COMMUNICATION and PUBLICATION 
Intermediate domain 

Specific domain 

OPERATIONAL and ADMINISTRATIVE SUPPORT and RESOURCES 
Sensitive job 

No 

Overall purpose 

Ensure the secretariat of the Head of Representation and the general administrative support in 
order to contribute to the good functioning of the Representation. 

Legal disclaimer 

Users are advised to check the available list of Legal Disclaimers related to their contract type. 
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