POST NO 22801

	JOB PROFILE
	JOB REQUIREMENTS

	JOB FRAMEWORK

Job Title:
Archivist
Job Location:
EU Delegation to Turkey, Ankara, 


Administration Section
Area of Activity:
Archiving, with specific focus on Administrative matters, and Accounts
Grade:                
DAL III
Post No:

22801

Situation:

vacant
JOB CONTENT

Overall purpose:

Under the authority of the Head of Administration, to provide  archiving support for Administration and the Delegation 
Functions and Duties:

· Registration of incoming and occasionally outgoing mail of the Delegation. 
· Maintenance of the mail registration database Adonis

· Assistance in establishment and maintenance of filing system of the Delegation

· Maintenance of Administration filing, with specific reference to the accounting files and accounting information within the ABAC system
· Any other duties as may be required in the interests of the Delegation, in particular in relation to the migration of the Delegation’s administration to centralized systems.

	education and training

· Minimum High School diploma
· Qualification in Records Management an advantage 
Knowledge & Experience

-  Experience in records management an advantage

-  3 years minimum relevant clerical/office work
- Excellent knowledge of word, Excel, Power Point
SKILLS

Linguistic skills

· Proficient English.

· Fluent Turkish written and spoken.

· A knowledge of French would be an advantage

Communication skills

· Capacity to communicate clearly.

Interpersonal skills

· Ability to listen, to consult and to share information and ideas.

· Team work skills.

Intellectual skills 

· Logical and practical approach to problem solving

· High degree of computer literacy 

Management/Organizational  skills 

· Flexibility and capacity to focus on priorities and to organise work to be delivered on time.

· Excellent organisational skills.

· Attention to detail

· Openness and ability to absorb training.

· Good inter-personal skills and openness to change.

· Commitment to duty

PERSONAL QUALITIES

· Precision, accuracy, quality speed in conduct of duties.

· Flexibility of approach

· Able to work under pressure and with short deadlines.




