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EU Project Manager
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Basic information

The Assistant Project Manager is responsible for coordinating the activities of a project to ensure cost, schedule, document control and quality standards are met. 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.
[image: image3.png]


Responsibilities

· Plan and organize project activities, perform risk management and propose contingency measures and adaptations to achieve project goals.

· Directly implement 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.

· Coordinate 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.

· Ensure comprehensive and up-to-date project documentation.

· 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

· Master’s degree in Management/ Social Sciences/ EU Studies/ Marketing/Regional Policy or relevant field.

· 3 years 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..

· Good knowledge and understanding of EU procedures and project design/management methodologies.

· Excellent communication skills in English and Greek.

· Sensitivity to privacy and confidentiality issues, application of GDPR rules and the do-no-harm principle.

· Ability to work in a fast-paced environment independently, prioritize and accurately communicate to team and management.

· Experience in managing teams.
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Good to have

· Social media campaigns experience

· Web management skills

Ινστιτούτο Έρευνας & Κατάρτισης Ευρωπαϊκών Θεμάτων

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

