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IOM International Organization for Migration

TMO Tarptautinė migracijos organizacija
OPEN TO INTERNAL AND EXTERNAL CANDIDATES
Reference Code
:
VN LT10/2010/03
Position Title

:
Project assistant
Duty Station

:
Vilnius, Lithuania

Classification 
:
Employee, Grade 4 of the current UN Salary Scale
Type of Appointment
:
Special Short Term, nine months, with possibility of extension 
(3 months will serve as probationary period), part-time
Start Date

:
As soon as possible

Closing Date

:
February 20, 2012


General Functions: Under the overall guidance of the Head of IOM Vilnius office and Project Manager the incumbent will assist in implementation of all relevant activities of the European Refugee Fund project in Lithuania. In particular the incumbent will be responsible for the following functions: 

1. Provide assistance and contribute to project activities:

a) Developing researches;

b) Preparation of final project study;

c) Technical editing and preparing layouts for study and reports;

d) Publicizing of the project activities and events;

e) Preparation of reports of project activities.

2. Taking care for logistics of the project events
3. Following up project financial resources and expenditures drafting donor financial reports and collecting necessary supporting documents, liaising with responsible and administering institutions. 
4. Assisting Project Manager in liaison with project partners and main stakeholders.
5. Assisting in drafting new project proposals and other project development and fundraising activities, including follow-up project tenders under European Refugee Fund.
6. Attending official meetings, appointments and duty travel.

7. Performing such other duties as may be assigned by the Head of Office.
Desirable Qualifications:

· University Degree from an accredited academic institution, preferably in Law, International Relations (or related area) or Economics (applications from final year students will also be considered). 

· Knowledge of Lithuanian and EU Law on asylum issues.

· Experience of the work with projects (especially funded by EU) – preparation, implementation, monitoring, reporting.

· Ability to prepare explicit and consistent reports. 

· Reliable, able to work under pressure, good organizational skills and drive for results.
· Similar experience in an International non-profit organization will be an advantage.
Languages

Thorough knowledge of Lithuanian and English is required. Any other language is an asset.
Method of Application: 


Interested candidates are invited to send their CV and motivation letter to iomvilnius@iom.lt before 20 February 2012, referring to the number of VN. 
Only shortlisted candidates will be contacted. 
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