	NOTICE OF INTERNAL COMPETITION

COM/INT/EU2/10/AST3

ASSISTANTS (AST3)

WITH bulgarian or romanian CITIZENSHIP
FIELD 1: ADMINISTRATIVE ASSISTANT
FIELD 2: EXECUTIVE SECRETARY



The European Commission is organising admission tests and an internal competition based on qualifications and tests to appoint AST3 Assistants with Bulgarian or Romanian citizenship. 
The European Commission applies a policy of equal opportunities which, in accordance with the Staff Regulations of Officials of the European Communities, prohibits discrimination on any grounds such as sex, race, colour, ethnic or social origin, genetic features, language, religion or beliefs, political or other views, membership of a national minority, financial situation, birth, disability, age or sexual orientation. Any reference in this notice to a person of the male sex must be deemed also to constitute a reference to a person of the female sex.
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I.
 INTRODUCTION

1.
General

In order to cover the need for officials who are nationals of Bulgaria or Romania, the European Commission is organising admission tests and an internal competition based on qualifications and tests to appoint AST3 Assistants with Bulgarian or Romanian citizenship. 
2.
Number of successful candidates required:

	Field 1:

Administrative Assistant
	Field 2:

Executive Secretary

	 36
	9




Candidates may apply for only one of these two fields, otherwise they will be disqualified. 
NB: Candidates must choose the field when registering online; it will not be possible to change this afterwards. 
3.
Selection board


The names of the selection board members will be published on My IntraComm on the "Competitions/selections" page of the HR & Administration website at the following address:
 http://myintracomm.ec.europa.eu/hr_admin/en/competitions/Pages/index.aspx#

Candidates are strictly forbidden to make any contact with the members of the selection board, either directly or indirectly. Any infringement of this rule will result in disqualification from the competition.
All correspondence concerning this competition will be channelled through the secretariat of the internal competition via the functional mailbox EPSO-COM-INT-EU2-10-AST3.
II.
DUTIES
1.
Duties

Field 1: Administrative Assistant
Reporting to an administrator and using various software applications, the official will be expected to perform complex executive and support tasks, including:

— managing and following up dossiers;

— drafting memoranda and/or correspondence, drawing up reports;

— preparing, organising and following up meetings;

— coordinating and planning work;

— project management;

— managing a team;

— analysing and developing working methods;

— assisting with the implementation of accounting, financial, statistical and IT systems, etc.

These duties require good writing abilities (drafting notes, writing reports, etc.), well-developed interpersonal skills and the ability to be a good listener.

Field 2: Executive Secretary
Providing high-level secretarial services to a director, director-general or in the Cabinet of a Commissioner, providing administrative and logistical support including such tasks as:
· keeping appointments diaries, organising and coordinating meetings, including compiling files and working documents and sending out minutes;

· answering, filtering and transferring telephone calls, handling correspondence and giving general information to callers; 
· providing general administrative assistance, in particular with photocopies, filing, archiving and ordering supplies;

· managing missions and absences;

· supervising the schedule, ensuring that deadlines are complied with;

· coordinating and contributing to administrative quality checks on files for signature. 
2.
Place of employment


Brussels, Luxembourg or any other place of Commission activity.

III.
ELIGIBILITY
1.
General conditions of eligibility

On the closing date for applications set by this notice of competition, candidates must:

a) be nationals of Bulgaria or Romania;

b) enjoy full rights as citizens;

c) have fulfilled any obligations imposed by the laws on military service;

d) meet the character requirements for the duties involved.

2.
Administrative status


Candidates must: 

a)
be officials or members of the temporary staff of the Commission or of the services attached to it on the closing date for applications set by this notice, occupying a post and having the administrative status "in active employment", "on leave for military service", "on parental or family leave", or "on secondment in the interests of the service" or "on secondment at their own request" (in the first six months of their secondment) within the meaning of Articles 35 et seq. of the Staff Regulations;
b)
have served as an official and/or a member of the temporary staff at the European Commission and/or in the services attached to it, for a period of at least six months between 16 February 2007 and the closing date for applications set by this notice.

The following periods are included in the calculation of seniority in the service: periods with the administrative status "in active employment" and "on secondment in the interests of the service" within the meaning of Articles 35 et seq. of the Staff Regulations.

3.
Qualifications 

On the closing date for applications set by this notice of competition, candidates must have:

a) 
For the “Administrative Assistant” field: a level of post-secondary education attested by a diploma 
For the “Executive Secretary” field: a level of post-secondary education attested by a diploma in relation with the nature of the duties;

or

b) 
For the "Administrative Assistant" field, a level of secondary education attested by a diploma giving access to post-secondary education, and at least three years' professional experience.

For the "Executive Secretary" field, a level of secondary education attested by a diploma giving access to post-secondary education, and at least three years' professional experience, at least one of which must be relevant to the duties concerned.

The selection board will allow for differences between education systems. Examples of the minimum qualifications required can be found on the EPSO site at: http://www.eu-careers.en.
NB: the three years' professional experience required under III.3(b) count as part of the qualifications and may not be included in the number of years of professional experience required under III.4 below.
4.
Professional experience

On the closing date for applications set by this notice of competition, candidates must:
· subsequent to the qualification required under III.3(a)

or

· subsequent to the qualification and to the additional professional experience required under III.3(b),

have at least three years' relevant professional experience. 
For the "Executive Secretary" field, account will be taken only of high-level secretarial experience.
5.
Knowledge of languages

Candidates must have a main language (language 1) and a second language (language 2) as specified below.  They must indicate their chosen languages on the on-line application form. Candidates will not be able to change this choice after the final validation of the application.
a) Main language (language 1)

Candidates must have a thorough knowledge of Bulgarian or Romanian.

NB: The selection board will check that the language declared as language 1 is actually the candidate's main language. 
b) Second language (language 2)

Candidates must have a satisfactory knowledge of English, French or German. 
Article 45(2) of the Staff Regulations requires officials to demonstrate the ability to work in a third language before their first promotion after recruitment.

IV.
REGISTRATION

Before registering for the internal competition, candidates should carefully check whether they meet all the eligibility criteria.

1.
Online registration deadline
The deadline for online registration is 22 February 2010 at 12 noon, Brussels time.

2.
Registration procedure

Candidates should refer to the registration guide for internal competitions at the Commission, attached to Administrative Notices N° 04-2010 of 22 January 2010. This contains detailed instructions on how to submit the application correctly.
Candidates must go to Administrative Notices N° 04-2010 of 22 January 2010 on My IntraComm and follow the instructions concerning the various stages of the registration procedure. These stages are as follows:
a) Creating an EPSO account 
Candidates must create an EPSO account before they can submit an application. The EPSO account acts as an electronic interface between the secretariat of the internal competition selection board and the candidates.
If a candidate has already created an EPSO account for another competition and still has the same e-mail address, the same account and the same password can be used, and the candidate can go directly to the next phase. 
b) Online registration 
Candidates must register online via their EPSO account.

This internal competition comprises two fields ("Administrative Assistant" and "Executive Secretary") as indicated in Section II. Candidates may apply for one field only. They must indicate their choice when registering online. It will not be possible to change it afterwards.
On completion of the online application, candidates will receive a number on screen, which they must note. This will be the reference number in all matters relating to the application. Once the candidate has received this number, the process of applying for the internal competition is finished. It is the confirmation that the data entered have been registered.
IMPORTANT: If a candidate does not receive a number, this means that the application for the internal competition has not been registered!
Candidates must indicate on the online registration form which subject they will choose for the written test and the oral test. The subject must be chosen from the following list: law, economics, microeconomics/business administration, IT and European Public Administration.
The subject chosen for the written test and for the oral test must be the same, otherwise candidates will be disqualified.

c) Submission of a brief description of professional experience and a copy of qualifications

Candidates should print out the online registration form, sign it, attach the required supporting documents - which are: copies of qualifications, declarations by employer or hierarchical superiors concerning professional experience, including experience acquired at the Commission, and copies of diplomas - and send all of these by registered post by the required deadline, as evidenced by the postmark, to the following address:


Secretariat of the internal competition selection board

Avenue de Cortenbergh, 80 (C80)


1049 Brussels


Reference: COM/INT/EU2/10/AST3

For the field “Executive Secretary”, evidence must be provided of the level and precise nature of duties.

IMPORTANT: A curriculum vitae will not be regarded as a supporting document!
V.
ADMISSION TESTS 
1.
Entry to admission tests

Candidates who, when submitting their online application, have declared that they fulfil the eligibility conditions listed in section III will be invited to sit the admission tests. 
2.
Admission tests

a) A test comprising a series of multiple-choice questions to assess general verbal reasoning ability and skills.


This test will be marked out of 50.
b) A test comprising a series of multiple-choice questions to assess general numerical reasoning ability and skills.


This test will be marked out of 50.
The aggregate pass mark for tests (a) and (b) is 50.

Wrong answers in these tests will not be penalised.

Candidates will take tests (a) and (b) in their second language (English, French or German). Tests will be computer-based and organised in a number of specialised centres in, and if necessary outside, the European Union. 
VI.
INTERNAL COMPETITION – TESTS
The selection board will admit to the internal competition those eligible candidates who obtained the pass mark for the admission tests. 
1. Verification of eligibility

The selection board will carry out a check as to whether those candidates who have obtained a pass mark in the admission tests meet the requirements set out in Section III. 
Candidates will be informed individually of the selection board's decision regarding their eligibility.
2.
Tests

The internal competition comprises: 
— for field 1 – Administrative Assistant: 
a written test and an oral test 
— for field 2 – Executive Secretary: 

a written test, a practical test and an oral test.
Candidates will be informed of the time allowed for each test, which will be decided by the selection board, when they receive the invitation to sit the test in question.
a)
Written tests and, for field 2, practical test
These tests will be held in language 2 (English, French or German). Candidates must take the tests in the language chosen for the admission tests. 
The fact that candidates have taken part in the written test in no way affects the verification of their eligibility by the selection board.

The written test (for both fields) will be held in Brussels and Luxembourg. Changes of venue will not be possible, other than in exceptional cases for reasons duly justified by the interest of the service. The date cannot be changed at a candidate's request. Candidates will be notified of the date when they receive the invitation to the test (via their EPSO accounts).
Field 1: Administrative Assistant
Written test on a subject chosen by the candidate (from the following topics: law, economics, microeconomics/business administration, IT and European Public Administration), possibly based on a background file, for example a case study, intended to assess his/her suitability to perform the tasks of an AST3 Assistant as set out in Section II, in particular:
— knowledge,
— ability to understand, analyse and summarise, and

— drafting ability.

This test will be marked out of 50 (pass mark: 25 points).
Field 2: Executive Secretary
Written and practical tests, intended to assess the candidates' suitability to perform the tasks of an executive secretary as set out in Section II. 
-
Written test to assess drafting skills, involving writing an essay on the basis of information provided.

This test will be marked out of 50 (pass mark: 25 points).
-
Practical test using a computer and involving preparing and/or processing a document in MS Word.

This test will be marked out of 50 (pass mark: 25 points).
Candidates will be able to choose from among the standard keyboards used at the European Commission
.

If a candidate fails one of these two tests, the other one will not be marked.

b)
Oral test
Once the written test has been marked in the case of field 1 or both the written and practical tests have been marked in the case of field 2, the selection board will invite the candidates with the highest marks in each field (see table below), and the pass mark in the written test (field 1) or in both the written and practical tests 
(field 2)
, to participate in the oral test.

	Field 1:

Administrative Assistant
	Field 2:

Executive Secretary

	55
	18


The oral test will consist of an interview with the selection board in languages 1 and 2 to assess:

—
the candidates' suitability to perform the tasks of an AST3 Assistant as set out in Section II, 


— 
their knowledge of the European Union and its institutions, and

— 
their motivation and ability to adjust to working as a European civil servant in a multicultural environment.

The oral test will be marked out of 50 (pass mark: 25 points).
The oral test will take place on the date stated in the invitation letter at one of the Commission's places of employment, to be specified later, depending on the number of candidates. However, in exceptional circumstances the selection board may accept a change of date or place at the candidate's request, provided that this does not disrupt the competition process.
VII. 
RESERVE LISTS
For each of the fields, the selection board will place on the reserve list the names of the candidates with the highest aggregate marks in the written, practical (field 2) and oral tests (Section VI) and a pass mark in each (for the number of successful candidates per field see I.2)
. 
The reserve lists will be drawn up by field and each list will be in alphabetical order. 
The reserve lists will be valid until 31 December 2011. They will be published in the Administrative Notices. 
VIII. 
REQUESTS FOR REVIEW – APPEAL PROCEDURES – COMPLAINTS TO THE EUROPEAN OMBUDSMAN
See Annex.

IX.
APPOINTMENT
Candidates placed on the reserve list will be eligible only for appointment as AST3 Assistants at the Commission – in the case of temporary staff, as probationary officials.

The successful “Executive Secretary” candidates will be recruited to the corresponding secretarial posts only, i.e. as secretaries to a director, director-general or in the Cabinet of a Commissioner.

Successful candidates on the reserve lists who are offered a post will be asked to produce the originals of all requisite documents not already included in their personal file, for the purposes of authentication.

The reserve lists will be drawn on as and when posts and funds become available.
X.
General information
1. 
Communication with candidates

Once their applications have been registered, candidates can follow the general progress of the competition by consulting the "Competitions/selections" page of the HR & Administration website on My IntraComm: http://myintracomm.ec.europa.eu/hr_admin/en/competitions/Pages/index.aspx#
Individual information (in particular concerning the invitation to participate in the admission tests and the results of the admission and competition tests) will be available only in the EPSO account, accessible via Administrative Notices N° 04-2010 of 22 January 2010. Candidates can access this information by entering the user name and password specified when applying online. Candidates are responsible for updating their EPSO accounts to reflect any change in postal or e-mail address. If they find that they are unable to do this, they must immediately notify the secretariat of the selection board for the competition by sending an e-mail to the functional mailbox EPSO-COM-INT-EU2-10-AST3.
All correspondence concerning the competition will be channelled through the functional mailbox EPSO-COM-INT-EU2-10-AST3 and/or via the EPSO account.

The language chosen for the admission tests will be the language of communication with the Administration.
None of the documents submitted with the application will be returned.

Candidates must quote in all correspondence their full name as given on the application form, the competition number and the number received when the registration was accepted.

If at any stage in the procedure it is established that the information provided by a candidate concerning eligibility is incorrect, the candidate will be disqualified from the competition.

2.
Requests from candidates for access to information concerning them

Candidates involved in selection procedures have the specific right of access to certain information concerning them directly and individually, as described below. Accordingly, candidates may be provided with supplementary information relating to their participation in the internal competition. Candidates must send such requests in writing to the secretariat of the competition selection board via the functional mailbox EPSO-COM-INT-EU2-10-AST3 within a month of being notified of their results in the competition. The answer will be sent within one month. Requests will be dealt with taking account of the confidential nature of the selection board proceedings under the Staff Regulations (Annex III, Article 6). 
3.
Protection of personal data

Candidates' personal data are processed as required by Regulation (EC) No 45/2001 of the European Parliament and of the Council of 18 December 2000 on the protection of individuals with regard to the processing of personal data by the EU institutions and bodies and on the free movement of such data (Official Journal of the European Union No L 8 of 12 January 2001). This applies in particular to the confidentiality and security of such data.

4.
Specific situations and disability – special arrangements for the tests 
Wherever possible, reasonable facilities are provided to enable disabled candidates to compete on an equal basis with others in the competition. Likewise, appropriate facilities and measures will subsequently help successful candidates with disabilities to have access to and perform a job.
In case of a disability or if candidates find themselves in a particular situation which could cause difficulties during the tests, they should tick the appropriate box on the online registration form. Candidates should indicate which arrangements they consider necessary to enable them to take part in the various tests. 
A medical certificate or a certificate from a competent body recognising the status of disabled person may be required.

After examining the supporting documents, reasonable arrangements to suit each case can be made to satisfy such requests, provided that these arrangements do not involve a disproportionate burden. 
Where the above-mentioned circumstances occur after registration, candidates should inform the secretariat of the competition selection board by sending an e-mail to the functional mailbox EPSO COM-INT-EU2-10-AST3 as soon as possible, following the procedure outlined above.
ANNEX

REQUESTS FOR REVIEW — APPEAL PROCEDURES — COMPLAINTS TO THE EUROPEAN OMBUDSMAN

Since the Staff Regulations of Officials of the European Communities apply to both the admission tests and the competition, the Commission would point out that the confidentiality requirement laid down in Annex III to the Staff Regulations applies throughout. If at any stage in either part of the selection process candidates consider that their interests have been prejudiced by a particular decision, they can take the following action: 
· Request for review
Candidates must, within 10 calendar days of the date of despatch of the letter informing them of the decision, send a letter stating their case to: 

Secretariat of the internal competition selection board

Avenue de Cortenbergh, 80 (C80)


1049 Brussels


Reference: COM/INT/EU2/10/AST3

or by e-mail to EPSO-COM-INT-EU2-10-AST3

The secretariat of the selection board will send the request for review to EPSO in the case of issues for which it is competent. The candidate will receive a reply as soon as possible.
· Appeal procedure
· Candidates can lodge a complaint under Article 90(2) of the Staff Regulations. One copy only should be sent, using one of the following means of communication:

· by e-mail, preferably in pdf format, to functional mailbox HR MAIL D2 (HR-MAIL-D2@ec.europa.eu) or
· by fax to (32-2) 295 00 39 or 
· by mail to SC11 4/57 or 
· delivered in person to SC11 4/57 (between 9.00 and 12.00 or between 14.00 and 17.00). 
The three-month time limit for initiating this type of procedure (see Staff Regulations – http://europa.eu/eur-lex) starts to run from the time of notification of the act allegedly prejudicing the candidate's interests.

Please note that the appointing authority does not have the power to amend the decisions of a selection board. The Court has consistently held that the wide discretion enjoyed by selection boards is not subject to review by the Court unless the rules which govern their proceedings have clearly been infringed. 
· Candidates can submit a legal appeal under Article 270 of the Treaty on the Functioning of the European Union and Article 91 of the Staff Regulations of Officials of the European Communities to:


European Union Civil Service Tribunal

Boulevard Konrad Adenauer

L-2925 Luxembourg

· Complaint to the European Ombudsman

Like all citizens of the European Union, candidates can make a complaint to:


European Ombudsman 

1 avenue du President Robert Schuman - BP 403

F-67001 Strasbourg Cedex

under Article 228(1) of the Treaty on the Functioning of the European Union and in accordance with the conditions laid down in Decision 94/262/ECSC, EC, Euratom of the European Parliament of 9 March 1994 on the regulations and general conditions governing the performance of the Ombudsman’s duties, published in the Official Journal of the European Communities L 113 of 4 May 1994.
Please note that complaints made to the Ombudsman have no suspensive effect on the period laid down in Articles 90(2) and 91 of the Staff Regulations for lodging complaints or for submitting appeals to the Civil Service Tribunal under Article 270 of the Treaty on the Functioning of the European Union. Please note also that, under Article 2(4) of the general conditions governing the performance of the Ombudsman’s duties, any complaint lodged with the Ombudsman must be preceded by the appropriate administrative approaches to the institutions and bodies concerned.
� Details of the keyboards available will be provided with the invitation to the written tests. Candidates must indicate their choice within the deadline set by the selection board, failing which they will be disqualified.


� Ex aequo candidates included.


� Ex aequo candidates included. 
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