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SPECIAL REPRESENTATIVE IN BOSNIA AND HERZEGOVINA  
 

 

 

VACANCY ANNOUNCEMENT 
 

Office Administrative Manager, Translator/Interpreter 

 Reference no.: LC2019/09 
 

Position available:     ASAP 

 

 

Please send your application and supporting documents to 

 

delegation-bosnia-and-herzegovina-eusr-personnel@eeas.europa.eu 

 

 with subject “Application Ref. No LC2019/09-Office Administrative Manager, 

Translator/Interpreter”. 

 

The package should include a cover letter and a detailed CV in English using the ‘European 

Curriculum Vitae Format’ (available on our website http://www.europa.ba). 

 

Deadline for application: 10 November 2019. 

 

Please note that only shortlisted candidates will be contacted.  

 

 

Thank you for your interest 

  

http://www.europa.ba/


 

EUROPEAN UNION 
 
 
SPECIAL REPRESENTATIVE IN BOSNIA AND HERZEGOVINA  
 

 

 

Terms of Reference 

Position Title:  Office Administrative Manager, Translator/Interpreter  

Position reference number: LC 2019 /09 

Direct Supervisor:   Head of Banja Luka Office 

Salary Level:                          LSG Grade III  

Duty Station:    Banja Luka 

 

 

The EU office in Banja Luka is an extension of the EUSR office in Sarajevo. It facilitates the 

EU's work with authorities in Banja Luka, the area of Banja Luka, western part of the RS 

from Samac, Doboj and Una-Sana Canton.  

 

The Office Administrative Manager is responsible to the Head of Office to ensure the correct 

and smooth function of the office. The scope of the role includes responsibilities and tasks 

related to the organisation and planning of the work of the office as well as the correct 

administrative function of the office in accordance with the EUSRs administrative and 

financial procedures. In this context it should be noted that the post encompasses all office 

administrative, organisational and logistic requirements but that the scope of work extends to 

include related inputs to the EUSRs policy initiatives.  

 

Works within the EU Banja Luka Regional Office and under the direct supervision of the 

Head of the Banja Luka Regional Office: 

 

Typical Duties and Responsibilities 

 

 Supports the functional operation of the Banja Luka Regional Office and provides 

direct assistance to the Head of Office and other staff as may be directed; 

 Organize meetings, sessions, seminars and conferences, including corresponding 

logistical arrangements (interpreters, drivers, venue, providing all kinds of materials 

necessary); 

 Categorize, prioritize and summarize the incoming correspondence for the Banja Luka 

Regional Office and prepare draft replies as necessary; 

 Arrange and update Banja Luka Regional Office databases, archives, incoming and 

outgoing documents, letters etc.; 

 Support the Banja Luka Regional Office's coordination and cooperation with other 

international organisations, CSOs and relevant interlocutors; 

 Follow and report on matters relevant for the Banja Luka Regional Office. Take 

minutes and draft summaries of the Banja Luka Regional Office’s internal, as well as 

external meetings;  

 Research and prepare summaries, read-outs and reports on wide range of relevant 

issues; 

 Liaise with colleagues in the Sarajevo office, mainly within the POL section, the 

office of the Head of Mission and others as relevant to their tasks. 
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 Provide translation of legislation correspondance, documents, articles, at meetings, 

etc. 

 Provide full administrative support and general secretarial tasks to the work of the 

Banja Luka Regional Office;  

 In full compliance with the authorisations and instructions of the Finance and 

Administration office in Sarajevo, in accordance with the EUSRs administrative and 

financial procedures, to ensure the correct and smooth administrative function of the 

office. 

 Other duties as reasonably requested. 

 

Professional Requirements/Qualifications 

 

 Completed Secondary Education minimum; 

 Minimum of three (3) years of relevant professional experience; 

 Good knowledge of the BiH and RS political and social context, including the 

legislative system, as well as good knowledge of BiH and RS relevant political 

processes institutions and figures; 

 Proven ability to interact with high level management in terms of liaising with local 

interlocutors; 

 

Competencies and Attributes 

 

 Very good written and spoken English, including knowledge of legal terminology and 

ability to draft legal documents in English language; 

 Self – starter, ability to take initiative and operate independently; 

 Ability to work in a team setting with high sense of confidentiality, solidarity and 

flexibility; 

 Ability to operate within fast moving environment and react appropriately to change; 

 Excellent organizational skills, strong attention to detail, high regard for accuracy and 

top quality work; 

 Excellent communication and reporting skills, and the ability to present information in 

a clear and concise manner; 

 Fluent in the official languages of Bosnia and Herzegovina; 

 ICT skills commensurate with the scope of the post; 

 Very good interpersonal skills to interact within multicultural environment; 

 

General conditions 

 

 Citizen of Bosnia and Herzegovina; 

 The candidate will need to be certified medically fit for employment by a competent 

authority/person in Bosnia and Herzegovina. 

 The candidate has a valid driving license and can qualify for driving EU vehicles. 
 

 


