
 

 

 

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, backgrounds, languages and cultures make the Commission a vibrant and 
inclusive place to work.  

WE OFFER ATTRACTIVE WORKING CONDITIONS AND MUCH MORE: 

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

• Opportunities to try several areas of move between different policy your career 

• A package of flexible working conditions including the possibility of teleworking – we 
care about your work-life balance 

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

• A multilingual, multicultural workplace where personal and career development are 
strongly promoted  

• Multilingual schools for your children 

 

We recruit from a wide range of backgrounds and actively promote diversity and 
inclusion: 

We do not only recruit political scientists and lawyers but are also looking for all kinds of 
profiles, including scientists, linguists, IT experts, data analysts and economists, as well as drivers 
and engineers. 

We are committed to equal opportunities and to fostering a rich, diverse and inclusive working 
environment. We aim for our workforce to be representative of European society and strongly 
welcome applications from all qualified candidates. We actively seek to create a workplace where 
each staff member feels valued and respected, can give their best and can develop to their full 
potential. 



 
 

To promote diversity and establish a geographically balanced pool of candidates, we strongly 
encourage applicants from Member States which are currently underrepresented in the European 
Commission workforce to apply. These Member States are currently Austria, Cyprus, the Czech 
Republic, Denmark, the Netherlands, Estonia, Finland, Germany, Ireland, Luxembourg, Malta, 
Poland, Portugal, Slovakia and Sweden1. Recruitment will however remain strictly based on the 
merits of all applicants and no positions will be reserved for nationals of any specific Member 
State. 

 

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

 

 

STAFF RECRUITED ON CONTRACTS 

In addition to permanent officials, the European Commission offers non-permanent positions.. 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  

  

 
1 Please note that the list of underrepresented Member States may be subject to future amendment based on potential 

data changes over time. 

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


 
 

Job title: Secretary – Administrative Agent  
Domain: Support Staff   
Where: DG GROW – Unit GROW.A3 “International Value Chains”, Brussels 

 

The overall mandate of the Directorate-General for Internal Market, Industry, Entrepreneurship and 

SMEs (DG GROW) is to create a deeper and fairer internal market and provide a favourable 

framework for creating growth and jobs in Europe by helping European enterprises and industries (in 

particular SMEs) to be globally competitive, innovative and sustainable, for the benefit of all 

European citizens. 

The mission of unit A3 “International Value Chains” is to strengthen the resilience and twin 

transition of EU industrial ecosystems by creating market opportunities on third country markets, 

ensuring a global level playing field and strengthening EU industry's integration in international value 

chains. 

The Unit GROW.A3 is seeking to hire one Secretary/Administrative Agent. 
We offer a diversified, interesting and challenging job in a friendly and motivating environment to 
assist the Head of unit as well as her deputy and ensure a smooth running of the unit´s activities. The 
new colleague will reinforce the assistants´ team in a broad variety of administrative tasks such as: 

• Organization of meeting 

• Follow-up of invitations 

• Document and correspondence management 

• Coordination of inter-service consultations and international briefings 

• Preparation and follow-up of missions 

• Provide administrative support to the TBT (Technical Barriers to Trade) team and manage 

the TBT database 

• Coordinate the incoming and outgoing comments in the database, monitor deadlines and 

ensure follow-up 

• support the organization of annual Committee meeting with the WTO Enquiry Points of the 
EU Member States. 
 



 
S/he will work in close collaboration with another assistant and interchange tasks when needed. 
The job overall involves regular interaction with all directorates of the DG and even beyond. 

We are looking for a pro-active and well-organized colleague who is motivated to take on a new 
challenge of assisting a dynamic unit and supporting coordination of important procedures. 
Strong inter-personal and communication skills, as well as team spirit, are essential for this position. 
In addition to mastering the usual Commission IT tools (like Outlook, ARES, MIPS, Decide, Basis) and 
office applications the candidate should ideally be familiar with collaborative tools (like Teams, 
Skype for Business, WebEx). 
Furthermore, s/he should have excellent organisation skills and attention to detail, be strongly 
service-minded and able to autonomously follow up various activities and adjust to changing 
priorities. 
A sense of confidentiality and integrity as well as the ability to deal with interpersonal challenges is 
essential. 
A very good command of English, as the main working language, is required. Knowledge of another 
EU working language and/or of any other language is an additional asset. 
Prior experience in a similar position is desirable. 

 

 

 

https://eu-careers.europa.eu/en/job-opportunities/open-for-application
mailto:Sophie.MUELLER@ec.europa.eu
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https://epso.europa.eu/en/job-opportunities/open-for-application
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https://eur-lex.europa.eu/legal-content/EN/TXT/?uri=CELEX%3A01962R0031-20140501
https://epso.europa.eu/en/eu-careers/staff-categories#tab-Contract%20staff
https://ec.europa.eu/transparency/documents-register/detail?ref=C(2017)6760&lang=en
https://ec.europa.eu/transparency/documents-register/detail?ref=C(2017)6760&lang=en
https://ec.europa.eu/transparency/documents-register/detail?ref=C(2017)6760&lang=en
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-02054.3

