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Assistant EU Project Manager 

FULL TIME
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Athens, Athens, Greece
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Basic information

The Assistant Project Manager is responsible for assisting Project Managers in coordinating the activities of a project to ensure cost, schedule, document control and quality standards are met. Under the direction of the PM, the Assistant Project Manager is expected to take on any/all tasks in the quest to learn all he/she can about European projects.

All applications will be treated with strict confidentiality.
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Responsibilities

· Assist in day-to-day project activities. Under the supervision of a Project Manager s/he is responsible for analyzing, monitoring, and preparing cost exposure reports and cash flow projections, maintaining comprehensive budgets, monitoring and maintaining schedules

· Assist in planning and organizing project activities

· Directly assist in projects’ activities such as organizing field research, drafting studies/reports/deliverables, planning & organizing events, etc., according to the project needs, as well as financial and human resources limitations.

· Assist in coordination of the implementation of projects’ tasks when assigned to project partners and/or colleagues of relevant departments of the organization (communication, finance, translation, etc.), ensuring final delivery.

· Contribute to new project ideas generation and development opportunities
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Benefits

· Excellent career development opportunities.

· Continuous training and development in a dynamic fast-paced environment.

· Exposure to the international environment and opportunity to work with leading organizations and stakeholders from EU and beyond.

· Friendly working environment and the chance to contribute in projects of positive societal impact

· Receiving On-the-job training 

· Working at innovative projects and activities
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Apply Method

Send your CV and Motivation Letter at irtea.greece@gmail.com 
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Basic Requirements

· Bachelor’s degree in Management/Social Sciences/EU Studies/ Marketing/Regional Policy or relevant field. A postgraduate degree will be considered an additional asset.

· At least 1+ year of experience in EU-funded projects management and implementation in one or more of the following: Erasmus+, AMIF, REC, Horizon and/or any other relevant European Commission’s fund

· English ( Proficiency)

· Excellent compute skills

· Written communication skills, reporting
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Good to have

· Ability to follow directions and take initiative when required

· Excellent communication and organizational skills

· Web management skills

Ινστιτούτο Έρευνας & Κατάρτισης Ευρωπαϊκών Θεμάτων

Φαβιέρου 39, Αθήνα, ΤΚ: 10438 / Τηλ.: (+30) 213 0250217 /e-mail: irtea.greece@gmail.com

