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[bookmark: _Hlk93053719]Assistant
in DG Communication of the European Commission
Representation to the Czech Republic

Job title: Accounting Assistant
Domain: Support Staff
Where: Representation of the European Commission to the Czech Republic
Function Group: FG III
Contract Type: 3a
[bookmark: _Hlk93054270]Express your interest until: 11.01.2026 - 20.00 (noon, Brussels time)
[bookmark: _Hlk144109597]WE ARE
We are the Representation of the European Commission to Czechia, place of employment in Prague, part of the Directorate-General for Communication (DG COMM). Our mission is to communicate EU policies and priorities in the Czech Republic, foster dialogue with citizens and stakeholders, and provide feedback from the national level to the European institutions. 

The administrative section ensures day-to-day administrative functioning of the Representation, including human resources, logistics, and financial management. Under the authority of the Head of Representation, the assistant will support the Head of Administration in these areas, contributing to the efficient coordination of administrative processes and sound financial operations in support of the Representation’s overall goals. 
WE PROPOSE
The Representation of the European Commission to Czechia is seeking to recruit one assistant.
Under the leadership of the Head of Representation, he/she will assist the Head of Administration with administrative management of the Representation and support all colleagues in the financial circuit to ensure efficient and transparent use of resources in line with the Commission’s financial and administrative rules.
He/she will assist in administrative and financial management, namely:
· assist in the management of calls for tenders 
· assist with financial controls and analysis
· initiate or revise all commitments and payments (in ARES/SUMMA internal systems)
· management of LEF and BAF for financial transactions
· assist on all files related to admin matters (encode data, write reports, provide information…)
· manage inventory and assets
· management of office supplies (monitoring and placing orders)
· implement archiving and document management procedures
· ensure day-to-day running of the Representation facilities
· assist staff at arrivals and departures, collaborate to the management of administrative files of staff, Participate to the application of procedures related to personnel rights and to its follow-up (absences, leaves, annual medical visits...)
· support also preparation of meetings and events (in- and out- the Representation)
WE LOOK FOR
We are looking for a well-organized and service-oriented colleague who is a team player.
He/she should have 
· proven experience in administrative and financial support functions
· familiarity with the European Commission’s internal administrative and financial procedures and systems (will be considered a strong asset)
· good analytical and communication skills
· accuracy, discretion
· ability to manage multiple tasks and deadlines effectively in a dynamic team environment
· excellent command of Czech (C2 level) and very good of English (C1 level). 
[bookmark: _Hlk144109741]HOW TO EXPRESS YOUR INTEREST?
With a view to guaranteeing equal access to all, the Commission recruits from an open database of spontaneous applications. The present call for interests aims at helping the recruiters to identify potentially interested candidates within this database.

In practice, to express your interest, please follow the subsequent two steps:

1. If you are not registered yet in the open EPSO database, please do so at the following address: CAST Permanent. Please select under selection procedures for contract agent the CAST permanent profile that best suits your education and experience.

2. You should send following documents:	

1. your CV (preferably in the Europass format in Czech or in English) 	
2. completed application form
	
[bookmark: _Hlk216360163]Please send these documents by the publication deadline to Michaela.Tochackova@ec.europa.eu indicating the call for interest reference 499694 in the subject.

No applications will be accepted after the publication deadline. 

ANNEX

1. Selection 
· Am I eligible to apply?
You must meet the following eligibility criteria when you validate your application: 

Our rules provide that you can only be recruited as a contract agent at the European Commission if you:
General criteria:
· Are a citizen of a Member State of the EU and enjoy full rights as a citizen;
· Have fulfilled any obligations imposed by applicable laws concerning military service;
· Are physically fit to perform the duties linked to the position;
· Produce the appropriate character references as to suitability for the performance of the duties.
· Have passed an EPSO CAST in the relevant Function Group for this position. At the stage of the application, it is sufficient to be registered in the EPSO CAST data base.
Qualifications: 
(a) Have a level of post-secondary education attested by a diploma OR 
(b) a level of secondary education attested by a diploma giving access to post-secondary education, and appropriate professional experience of at least three years.

Only qualifications issued or recognised as equivalent by EU Member State authorities (e.g. by the Ministry of Education) will be accepted.
Languages: 
· [bookmark: _Hlk93058248]have a thorough knowledge (minimum level C1) of one of the 24 official languages of the EU[footnoteRef:1] [1:  The official languages of the European Union are: BG (Bulgarian), CS (Czech), DA (Danish), DE (German), EL (Greek), EN (English), ES (Spanish), ET (Estonian), FI (Finnish), FR (French), GA (Irish), HR (Croatian), HU (Hungarian), IT (Italian), LT (Lithuanian), LV (Latvian), MT (Maltese), NL (Dutch), PL (Polish), PT (Portuguese), RO (Romanian), SK (Slovak), SL (Slovenian), SV (Swedish).] 

· AND have a satisfactory knowledge (minimum level B2)[footnoteRef:2] of a second official language of the EU, to the extent necessary for the performance of the duties.  [2:  For details on language levels, please see the Common European Framework of Reference for Languages (https://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr).] 

· What about the selection steps?

The selecting unit chooses from the EPSO database[footnoteRef:3] candidates with the appropriate profile and invites them to an interview. For the interview a selection panel is set-up to assess the best candidates. Due to the large volume of applications that we may receive only candidates selected for the interview will be notified. [3:  Therefore, candidates who did not pass already a CAST on the level Function Group III, should register their profile at this address.] 


For operational reasons and in order to complete the selection procedure as quickly as possible in the interest of the candidates and of the institution, the selection procedure will be carried out in Czech and English . It might be requested to candidates to pass a written test to check their writing skills in doing reports or email communication in English. 

2. Recruitment

The candidate selected for recruitment will be requested to provide documentary evidence in support of the statements made in the database and, where relevant, the call for interest.
The successful candidate will be required to undergo a mandatory pre-recruitment medical check-up carried out by the Commission
· Type of contract and working conditions

The place of employment will be in Prague, the Czech Republic.
The successful candidate will be engaged as a contract agent under Article 3(a) of the Conditions of Employment of Other Servants, in function group FG III. General information on Contract Agents can be found at this link.
The grade or proposed grade range, as well as the step in that grade, will be defined on the basis of the candidates’ previous professional experience, in accordance with Commission Decision C(2017)6760 laying down the criteria applicable to classification in step on engagement.
Should a current holder of a FG II or FG III contract be the successful candidate, the appointment will be made through a transfer to the new position while maintaining the existing contractual conditions. The successful candidate will nevertheless be required to complete the standard probationary period. 
Contract agents recruited in Function Group III have to successfully complete a 9-month probationary period. 
The duration of the first contract will be 3 years. Possible consecutive extensions of 5 years and then indefinite duration are subject to an assessment of the staffing situation of Representations at that time.
The pay of staff members consists of a basic salary supplemented with specific allowances, including, where applicable, expatriation and family allowances. The provisions guiding the calculation of these allowances can be consulted in the Conditions of Employment of Other Servants. As a member of staff of the European institutions, your pay is subject to a tax raised by those institutions.
	The European Commission applies a policy of equal opportunities and non-discrimination in accordance with Article 1d of the Staff Regulations.
Should you need further information on working conditions, please refer to Working conditions and benefits of EU Careers.


[bookmark: _Hlk147340653][bookmark: _Hlk147414114]For information related to Data Protection, please see the Specific Privacy Statement under “7. Information to data subjects on their rights”, to find your rights and how to exercise them in addition to the privacy statement, which summarises the processing of your data.


(Reference: Call for interest 499694) 
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