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[bookmark: _Hlk236745209]VACANCY ANNOUNCEMENT  
[bookmark: _Hlk236662040]Position: 	Project Officer in the Antenna Office of the Joint Technical Secretariat (hereinafter “the JTS”) for the IPA Cross-Border Cooperation Programme Montenegro - Kosovo under IPA III (2021 – 2027)
Location: 	    Antenna Office in Prishtina
Project: 	Technical Assistance for the management of the IPA III bilateral Cross-Border Cooperation Programme Montenegro – Kosovo (IPAIII/2026/488-929)
Duration:                31 months, in line with the implementation period of the Technical Assistance Grant Contract (TAGC), with the possibility of extension, subject to the extension of the TAGC.

The Ministry of Local Government Administration in the Republic of Kosovo, in cooperation with the Ministry of European Affairs of Montenegro, in the capacity of CBC Structures of the IPA Cross-Border Cooperation Programme Montenegro – Kosovo (hereinafter referred to as “the programme”), invites the interested candidate to apply for the position of Project Officer in the Antenna Office of the Joint Technical Secretariat (hereinafter “the JTS”). 
PROJECT OVERALL OBJECTIVE 
The overall objective of the Technical Assistance is to support the Cross-Border Cooperation Structures  in ensuring of the efficient set-up and management of the IPA III Cross-border Cooperation Programme Montenegro- Kosovo in accordance with EU and national regulations. The Joint Technical Secretariat (JTS) is the operational body responsible for the day-to-day technical and administrative implementation of the Programme.
JOB PURPOSE 
The Project Officer in the Antenna Office of the Joint Technical Secretariat (JTS) will support the implementation and day-to-day management of the IPA III Cross-Border Cooperation Programme Montenegro – Kosovo and the related Technical Assistance Grant Contract (TAGC). The Project Officer is responsible for providing technical, administrative and operational support to the Programme management structures, contributing to programme planning, monitoring, reporting and implementation, supporting the preparation and management of Calls for Proposals, and assisting project beneficiaries throughout the project cycle. The Project Officer will also contribute to programme communication and visibility activities, organise and support meetings, trainings and promotional events, maintain programme documentation and monitoring systems, and ensure the effective implementation of Programme activities in accordance with EU regulations, Programme rules and national procedures.

The Project Officer shall report to the Head of the JTS, the CBC Structure, and the Contracting Authority, and shall perform any other tasks assigned by them.

The working place will be based in the Prishtina. The position includes also travelling, mainly throughout the programme area for assisting in organization and attending different events and meetings in the field, as appropriate.

RESPONSIBILITIES AND TASKS
The Project Officer will perform, inter alia, the following tasks in accordance with the Technical Assistance Grant Contract (TAGC) and other relevant Programme documents:
1. Support to the management of the TAGC
· Contribute to the implementation and day-to-day management of the Technical Assistance Grant Contract in accordance with the Grant Contract and approved work plans; 
· Assist in the preparation of interim and final narrative and financial reports, requests for payment and other contractual documentation; 
· Support the financial and administrative management of the TAGC, including procurement, contracting, budgeting, financial reporting and record keeping, in cooperation with the Finance and Procurement Officer and CBCS; 
· Ensure timely implementation, documentation and reporting of TAGC activities, including proper recording of activities and outputs; 
· Ensure compliance with EU communication and visibility requirements for all activities and outputs implemented under the TAGC. 
· Prepare official travel documentation related to Programme activities, including travel requests, requests for advance payments, travel reports with all required supporting documentation and evidence of expenditure, and any other documents required in accordance with the applicable rules and procedures; 
· Manage and process incoming invoices related to Programme expenditures (e.g., office rent, maintenance, utilities and other Programme and office-related costs), and prepare and submit complete payment files in accordance with the financial procedures and rules applicable within the Ministry.
2. Support to the Programme management structures
· Provide technical, administrative and secretarial support to the Project Steering Committee (PSC), Joint Monitoring Committee (JMC), Joint Task Force (JTF), Managing Authority (MA), CBC Structures, Intermediate Body for Financial Management (IBFM), Controllers' Bodies (CBs), and other Programme management structures; 
· Support the organisation of PSC, JMC, JTF, bilateral, consultation and coordination meetings, workshops and written procedures, including preparation of agendas, invitations, documentation, minutes and logistical arrangements; 
· Provide information and technical assistance to Programme management structures and stakeholders, as required; 
· Participate in bilateral, thematic, regional and capacity-building meetings and events, when required; 
3. Preparation of key Programmes’ documents
· Contribute to the preparation of Annual Work Plans (AWPs), Annual and Final Implementation Reports (AIRs), Communication and Visibility Plans and other Programme documents; 
· Contribute to the revision and updating of Programme documents and other strategic and operational documents, where required. 
· Contribute to the preparation of subsequent Technical Assistance Grant Contract applications and other programming documents; 
4. Programme level monitoring 
· Maintain complete and up-to-date project files, Programme documentation and electronic records; 
· Contribute to the provision, verification and validation of information in the Regional Monitoring System and contribute to its management and regular updating; 
· Providing regular support to the grant beneficiaries of the Calls for Proposals, from the signing of contracts until the end of projects’ implementation. This support will, among others, include quality checks prior to the submission of project reports and contractual requests (e.g., addenda, reallocation, etc.) to the IBFM; 
· Prepare monitoring plans and conduct project monitoring visits, including drafting monitoring reports, recommendations and follow-up actions; 
· Prepare and regularly update project risk assessments and monitor implementation of corrective actions; 
· Support on-the-spot verifications, sustainability monitoring visits, expenditure verifications and other control and verification activities, as needed; 
· Support the Managing Authority, CBC Structures, IBFM and the European Commission during audits, evaluations, assessments, and other Programme-related procedures; 
· Prepare statistical analyses, monitoring data and other analytical information required for Programme management and reporting. 
5. Support to Calls for Proposals and capacity building
· Assist in the preparation and publication of Calls for Proposals, application packages and related guidance documents; 
· Support the organisation of kick-off events, information sessions, partner search forums, PCM trainings, workshops and project clinics for potential applicants; 
· Provide help desk services and technical guidance to potential applicants throughout the Calls for Proposals; 
· Assist the IBFM during budgetary clearing and contracting procedures, where requested; 
· Support the revision of Logical Framework Matrices of operations selected for funding; 
· Prepare implementation packages and guidance documents for grant beneficiaries; 
· Organise implementation seminars and thematic trainings for grant beneficiaries, including procurement, reporting, communication and visibility, project management and other implementation-related topics; 
· Organise discussion forums and other capacity-building activities for project beneficiaries and Programme stakeholders; 
· Provide continuous help desk support and technical advice to grant beneficiaries throughout project implementation. 
6. Communication, visibility and promotion
· Contribute to the preparation, implementation, monitoring and updating of Programme Communication and Visibility Plans; 
· Contribute to Programme websites and social media platforms; 
· Prepare newsletters, publications, promotional materials and other communication products in accordance with EU communication and visibility requirements; 
· Organise and support communication and promotional events, including kick-off events, information sessions, Grant Award Ceremonies, regional knowledge-sharing events and other Programme events; 
· Promote Programme activities, achievements and results through appropriate communication channels; 
· Contribute to the capitalisation, dissemination and promotion of Programme results, good practices and lessons learned; 
Professional Requirements
Candidates applying for the position of Project Officer in the Antenna Office of the Joint Technical Secretariat (JTS) must meet the following minimum requirements:
1. Educational Qualification: A university degree is mandatory.
2. General Professional Experience: A minimum of five (5) years of general professional experience, including at least three (3) years of experience in the management of programmes and/or projects financed by the European Union or other international donors.
3. Specific Professional Experience: A minimum of three (3) years of hands-on experience in the monitoring of EU-funded grant contracts, preferably those dealing with technical assistance and working within the context of cross-border cooperation programmes.
4. Language Skills: Proficiency in English, both written and spoken, is prerequisite. Candidates must also be fluent, both orally and in writing, in at least one of the official languages of the participating countries.
5. Computer Skills: The candidate must demonstrate a strong level of computer literacy, being comfortable with various software programmes and tools used for administrative and financial management and reporting.
In addition to meeting the above minimum eligibility requirements, preference will be given to candidates who demonstrate:
· Sound knowledge of the principles of Project Cycle Management (PCM);
· Good knowledge of relevant EU legislation, regulations and procedures governing IPA programmes (e.g. IPA Regulations, Implementing Regulations, Framework Agreements and Financing Agreements);
· Knowledge of, and experience with, the relevant national legislation and administrative procedures of one or both participating countries;
· Previous experience in the implementation of cross-border cooperation programmes and/or technical assistance projects, which will be considered an asset.
Application Procedure
Interested applicants are invited to submit the following documents:
· An updated Curriculum Vitae (CV);
· A copy of the university diploma;
· Relevant supporting documents demonstrating professional experience (e.g. employer certificates, employment contracts or service contracts).
[bookmark: _Hlk236745174]Applications should be submitted by email to: blerdon.pajaziti@rks-gov.net
Deadline for submission: 18 August 2026, 16:00 (local time)
Subject line: Application for the Position of Project Officer in the Joint Technical Secretariat (JTS) of the IPA Cross-Border Cooperation Programme Montenegro – Kosovo
Only shortlisted candidates will be contacted.
Note: Applications received after the deadline will not be considered.
The working language of the Programme is English. Therefore, the recruitment procedure will be conducted in English, and in the event of any discrepancy, the English version of this Vacancy Announcement shall prevail.
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