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Position



Executive Assistant



Responsible to



Chief Executive Officer (CEO)



Contract duration



Permanent renewable)



Starting date



ASAP



Gross salary



27 000 – 30 000 € annual gross (based on language and experience)



Benefits



25 days holidays (5 weeks) + Bank holidays + Bonus based on achievements/objectives + Good health plan.



Location



EURORDIS Headquarters Plateforme Maladies Rares, 102 rue Didot, 75014 Paris, France



(CDI,



39hrs/week,



Cadre,



3



months



probation



About EURORDIS The European Organisation for Rare Diseases, EURORDIS, is a patient-driven alliance of patients’ organisations and individuals active in the field of rare diseases. EURORDIS’ mission is to build a strong pan-European community of patients’ organisations and people living with rare diseases, to be their voice at the European level, and to fight against the impact of rare diseases on their lives. Created in 1997, EURORDIS is today a leading Health International Non-Governmental Organisation (INGO) and is recognised as the largest European Patient Organisation. Currently, EURORDIS has approximately 400 members in 40 countries, 120 volunteers, 20 staff in Paris and Brussels and a budget of € 3 million. Main scope of the post The Executive Assistant (EA) assists the Chief Executive Officer (CEO) with efficient organisation and handling of secretarial tasks specific to the CEO and his/her own tasks in his/her specific areas of responsibility.



Particular interests of the position This position offers the possibility to extensively use English and other European languages, to be challenged by the autonomy, rigor and multitasking required of an EA to a CEO. In addition, to cover a wide range of topics in an international environment within an organisation with humanitarian goals, recognised for its professionalism.
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Main tasks The Executive Assistant is responsible for: • -



-



• -



Secretarial tasks Handling the CEO’s incoming emails, phone calls and letters and following-up in a timely manner; directly managing all emails, letters and phone calls which can be handled by the Executive Assistant or transferring to concerned persons within EURORDIS; organise remaining emails and other information by level of importance, urgency and deadlines as well as by type of actions required such as reply, validation, commenting, reading; management of the different email boxes of the CEO; identifying the most important to follow up Maintaining the CEO’s electronic and paper agendas; organising the logistics for his appointments, meetings and conferences; preparing the dossiers or documents, booking all transportation, hotels etc Rigorous paper and electronic record/filing of all documents pertaining to the CEO Filling the reimbursement claims and ensuring their timely processing Updating the contact database for CEO’s contacts Any other secretarial tasks necessary for efficient office operations Executive General Assistance Contacting people for all types of requests on behalf of the CEO Writing or drafting emails and letters Writing or drafting of memos, reports on request Preparation of PowerPoint presentations for conferences: content and format Organising and preparing the agenda of the weekly Monday Meetings, and Advocacy Group Meetings and sending of follow-up emails on agreed actions Taking minutes of meetings and conference calls when required Any other assistance as required



• Executive Assistance for Board meeting organisation and General Assembly The Executive Assistant organises and follows-up the Board of Officers and Board of Directors meetings. There are Board of Directors meetings 3 to 4 times a year and Board of Officers meetings approximately 2 to 4 times a year. - Assisting the CEO in communicating with Board members and responding to their individual requests - Preparing all meetings of the Board of Directors and the Board of Officers - Collecting or preparing all Board meeting documents, their timely distribution and follow-up, prepare the Tracking Table - Writing the first draft of the Minutes of the Board of Directors meetings and the first draft of the Table of Actions and Decisions of the Board of Officers. The Minutes and the Table of Actions and Decisions are revised and validated by the General Secretary before they are submitted to the Board members. - Promoting and disseminating information prior to and concerning the meetings - Organising the logistics such as meeting rooms, hotel reservations, transports, meals, technical requirements (assisted by Annie Rahajarizafy, Administrative Secretary) - Preparing the agenda and all documents for the General Assembly and the taking of minutes - Follow–up of legal aspects related to Board, General Assembly, By-Laws… •



Executive Assistance for Annual Work Programme and Operating Grant “OPERA”



The Executive Assistant assists the CEO in: - Preparing the “Annual Work Programme” in conjunction with the EURORDIS directors, managers and coordinators - Contributing the Annual Report in conjunction with directors, managers, coordinators and in particular with the Communication Manager
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- Updating the 2015 Unit Action Plans in relation with the Heads of Unit The Executive Assistant assists the CEO in managing the OPERA (Operating Grant) project (a European Commission grant covering core operations) by: - Developing a detailed OPERA work programme with contributions from directors, managers and coordinators - Organising the Steering Committee Meetings every 2 months, writing the Table of Actions and Decisions, following-up on each action with the concerned staff members - Writing the annual OPERA Report with contributions from directors, managers and coordinators, and in close collaboration with the European Public Affairs Advisor Approximate assignments 1/3: Management of the CEO’s external and internal contacts, emails, letters, phone calls 1/3: Organisation and Planning and Follow-up of agenda, meetings, conference calls, travels and other general executive assistance task 1/3: Board Meetings, General Assembly, Work Programmes and Action Plans and Operating Grant Essential requirements -



-



Competences - Language: English native speaker or native-level fluency in English; Working level in French; another European language desirable; Excellent spoken and written English skills are a must in this position - Education: Bachelors degree or Masters - Experience: previous experience required in a comparable position - IT literacy: Word, Excel, PowerPoint - Flexibility: this job position requires to be able to work with flexibility on weekends at least 4 times a year and to be able to work easily from the Brussels’ Office on certain days Personal skills - Excellent interpersonal skills to work with CEO and all team members, team spirit and service-oriented - Excellent organisational skills with capacity to prioritise the task autonomously; ability to be self-supporting; capacity to report to CEO in a timely manner and communicate in an effective manner; great sense of responsibility - Flexible; able to adapt to situations; able to react on time on many different topics (governance, advocacy, communication, finance, therapeutic or public health issues)



EU citizen, or French working papers (required for non-EU citizens) Thank you for sending your application to: [email protected] EURORDIS' relevant websites: Main website: www.EURORDIS.org Events & Conferences: Rare Disease Day: www.rarediseaseday.org European Conference on Rare Diseases (ECRD) 2010, Krakow, Poland: www.rare-diseases.eu



EURORDIS – Rare Diseases Europe Plateforme Maladies Rares, 102 rue Didot 75014 Paris, France Tel: +(33) 1 56 53 52 10
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Job Description Template 2015 

Examiner les rapprochements bancaires et gÃ©rer l'encaisse pour les projets. â€¢ S'assurer que le personnel des finances sur le terrain est adÃ©quatement formÃ© en ...
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JOB DESCRIPTION (EN) 

Start date: ASAP. Interested? Please send your CV to Christophe DrÃ¨ze at [email protected] with â€œEU-turn Project. Manager â€“ YOUR NAMEâ€� in the subject ...
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job description: researcher - IUSSP 

nuptiality, fertility, mortality and migration, but also demography applied to society, economics, public health, human geography, history and more. In 2014, INED ...
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Job Description Gestionnaire, Communications et 

fournisseurs) et coordonne le flux de travail et le budget des fournisseurs. â€¢. Maintient les normes en matiÃ¨re d'image de marque de la Fondation dans toute.
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JOB DESCRIPTION CHEO Foundation Position 

You are proficient working with Excel, Word and PowerPoint and are always ready to .... curriculum vitae par courriel à l'adresse : [email protected].










 


[image: alt]





Job Description Job Title: M32 Project Manager Department: Boatyard ... 

The role of M32 Project Manager is to manage the operations of the fleet of M32 yachts within the scope of the VOR. You will work closely with the specialists in ...
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data analyst resume job description dbid k3jn 
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teacher's job description - La Petite Ecole Bilingue 

adapt his/her approach to the age and the stage of development of the ... teacher should in particular give regular oral and written homework which ... ensure that all materials needed for the day are listed in the â€œcahier de classeâ€� ... have goo
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gas engineer job description dbid qptvt 
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Job Description : Assistant Digital Marque DÃ©partement ... 

DÃ©partement : Communication digitale. POSITION. MISSIONS. â€¢. Site Guerlain.com en 15 langues: 1. Mise Ã  jour du site (homepages, produits, bandeaux...):.
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EPAZ Statistician â€“ Job description - Isped 

Jan 11, 2016 - EPAZ Statistician â€“ Job description. CONTEXT: Prevention of mother-â€�to-â€�child transmission (PMTCT) elimination goals are hampered by low ...
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Job Description RareConnect Online Patient Communities Manager 
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Licensed to Resultado Final HY-TEK's Meet Manager ... - EA Macon 

4064 Gil Valdez, Bartol M72 Venezuela. DNS -3.7 ...... 10 299 Hernandez, Aldo M55 Argentina. 4:48.12q ...... 9 1794 Alvarado Murcia, M M58 Colombia. 28.04m.
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EA romani.htm 

Jul 27, 2005 - Journal of the Society of Biblical Literature and Exegesis, 1881. We shall .... wider or narrower application of the word in either case. In Nos. ... consequences, and â€œan elegy or funeral discourse cannot be changed abruptly into a 
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final fantasy 3 ds job guide dbid 5h9c8 












 


[image: alt]





Job description stage BINM mode 

reporting de vos actions et réalisations ? -‐ Vous êtes organisé(e), débrouillard(e) (problem-‐solver), toujours à l'affut des nouveautés (un peu trendsetter sur.
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Job description - Postdoc Scientist at the Cancer Research ... - CRCL 

Postdoc Scientist at the Cancer Research Center of Lyon (CRCL), France. - 2 years fixed contract funded by IPSEN (not subjected to the Sauvadet rule).
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prod/cms documents/19224e3431ec52e8/Europe (All Locations) Economist Job Description 
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teacher assistant job description - La Petite Ecole Bilingue 

To hold this position, the Teacher's Assistant will be required to: ... respect Hygiene, Health & Safety regulations in classroom at all times. â€¢ after each activity and ...
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Job description - Postdoc Scientist at the Cancer Research ... - CRCL 

Rimokh/Germain Gillet at the Cancer Research Center of Lyon (CRCL, France; http://www.crcl.fr). This team, being part of the CRCL, will provide an excellent ...










 


[image: alt]





French Teacher Job Description - La Petite Ecole Bilingue 

and Language; the French Teacher is responsible for documenting teaching and pupils ... Planning and preparing courses and lessons (Education Nationale's ...
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prod/cms documents/a0332a8a1d4c3a8/Europe (All Locations) Economist Job Description 
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teacher assistant job description - La Petite Ecole Bilingue 

direct all queries from parents to the teacher. â€¢ assist in dealing with parents' requests and enquiries and provide feedback to teacher. Working with the School ...
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