European Committee Human Resources and Finance

of the Regions

VACANCY NOTICE N° COR/AD5-AD12/23 BIS/24
Administrator! — Document Management Officer & Information Manager

Directorate Directorate A - Members, Plenaries, Strategy
Unit UnitA1l - Services to members

Vacancy AD5-AD12

Type of post ADMINISTRATOR

Publication under Article 29(1)(a),(b) and (c) of the Staff Regulations
Date of publication 01/08/2024
Deadline: 13/09/2024 at noon (Brussels time GMT + 1)

Your job and responsibilities

In modern institutions and organizations, paperless and remote work necessitates efficient and secure electronic
records (or document management) systems, along with comprehensive digital transformation. Simultaneously, it's
crucial to understand the scope of permanent preservation and to ensure access to this information. Against this
background, it has been decided to introduce the European Commission's document management policy (e-Domec)
and to deploy the relatedtools (in particular HERMES, ARES and NO MCOM) at the European Committee of the Regions
(CoR).

Atthe same time, efficient information managementand modernlibrary services allow to collect, use and share data,
knowledge and information inside the organisation (and beyond) so as to inform, support and underpin other
departments'work and activities.

These changes unfold in the broader framework of a general move of the Secretariat-General of the CoR towards
administrative modernisation, simplificationand digitization.

You want to be part of a challenging change process (involving all departments of the institution) to modernise the
institution's record management policy and to adapt the library services to the digital era? You're e-Domecand ARES
knowledgeable and would like to share your expertisein this context? You'd like to contribute to change management
activities linked to the introduction of a new culture in the organisation of records, the preservation of institutional
memory and the sharingof data, knowledge and information among the staff and members of the institution?

If you're passionate about managing records, about ensuring publicaccess thereto and about collecting, preserving and
sharing essential knowledge vital to the Committee's activities, we invite you to apply!

Any reference to a person of the male sex shall be deemed also to constitute a reference to a person of the female sex.



As DMO (Document Management Officer) you will:

e Contribute to the definition, implementation and follow-up of record management policies, rules and
procedures acrossthe institution, includingthe filing plan and preservation schedule;

e Coordinate the development and ensure the correct application across the institution of the record
management policy, coveringall aspects of registration, filing, preservation, description and transfer of records
(both paper and electronic);

e Secure physical protection, conservation and transfer of documents, records and files (both paper and
electronic);

e Manage and organize records to streamline description of, access to and safeguard of essential documents;

e Designand implementinformation systemsthat enhance accessibility and retrieval of data, taking account of
the relevant provisions concerning securityand data protection;

e |Initiate and coordinate projects to improve efficiency in records management with the view to make full use
of electronic Records Management Systems and reduce the use of paper in the CoR;

e Contribute to the analysis of established workflows in records management in the different Directorates, with
the view of simplifying and streamliningprocesses and saving resources.

As Information Manager you will:

e Contribute to the definition, implementation and follow-up of an efficient, pro-active and client-oriented
information management policyand to the design and delivery of modernlibrary services for the institution.

e Participate in defining the activities of the CoR Documentation Centre and foster its transformation into a
modern library service adapted to the digital era.

e Acquire access, share and disseminate data, knowledge and information in support of evidence-based work
for the staff and Members of the CoR.

e Perform research in available knowledge sources in order to provide information of interest with staff and
Members of the CoR, be iton request or on own initiative.

e Contribute to budgetary, financial and contract management related in particular to the subscriptions to digital
and paper newspapers, as well as to the acquisition of e/book collections, intelligence platforms, software and
information databases.

The day-to-day job willimply i.a.:

e Being actively involved in a major change management process, aiming at introducing new records
management rules and tools at the CoR and at better aligning the library services with the evolving digital
landscape.

e Ensuringthe accurate implementation of regulations, procedures, and internal guidelines in the area of record
management, archiving and access to documents.

e Contributing to the design, monitoring, modernisation and improvement of business processes related with
record management, archiving and access to documents.

e Collectingthe data, knowledge andinformation needs of the various internal customers of the Documentation
Centre (CoR departments, CoR staff and CoR members) and assess how to best respond thereto.

e Handling the budget of the CoR Documentation Centre and ensure the related contract management
(negotiating with contractors, follow-up of the contractimplementation, etc).

e Ensuringsoundfinancial management, in compliance with the provisions of the Financial Regulation and other
applicable rules andregulations.



Cooperating closely and communicating with colleagues from other Directorates and coordinating a network
of correspondents in the various CoR services.

Actively participating in inter-service meetings and working groups and representing the CoR in inter-
institutional bodies.

Developing training modules, materials and procedures, animating training or coachingsessions and elaborate
user guides to ensurethat all users are well informed.

Reporting on the results and monitor the various activities (collecting and analyzing data, summarizing
findings, identifying areas of improvement, etc.).

Who are we? What are the challenges for us ahead?

The Directorate for Members, Plenaries, Strategy (Directorate A) is the primary point of contact for members with

regard to their rights and obligations, as well as their working environment, during their term of office at the CoR. lts
main areas of responsibility are:

To provide appropriate and efficient support and assistance (including financial and operational) to its
stakeholdersin atimely manner, in full compliance with the CoR's procedures and Rules of Procedure;

To provide timely and efficient support (including human, logistical and interpreting resources) for the
organisation of CoR meetings andother events in and outside Brussels to enable the CoR to achieve its political
objectives;

To provide support, assistance and coordination ina certain number of cross-cutting areas related to the CoR's
internal working environment: assisting the Protocol and institutional correspondence unit, following up on

operational procedures, record and IT management.

Within the Directorate, Unit A.1 (Services to Members) has 18 staff members, assigned to various sectors. The unit

brings togetherseveral services: a general information helpdeskfor members (one-stop shop), financial services for

members' related expenditure, an Archives Service responsible for holistic management of the CoR's records

management policyand (ongoing and historic) documentary resources as well as a central Documentation Centre.

Are you the talent we are looking for?

GENERAL ABILITIES AND CAPACITIES REQUIRED

Think with a critical spirit, analyse and solve problems pragmatically.

Assess critically credibility and reliability of sources, data and information and use relevant digital tools to
carry outthe duties.

Organise own work, have a sense of responsibility, identify priorities, take appropriate decisions and deliver
results.

Adaptto an evolving working environment, demonstrate commitment and adopt constructive attitude atall
times. Remain effective and flexible even during period of heavy activity.

Take initiative to achieve individual and shared objectives, demonstrate ownershipand work autonomously.
Learn and professionally develop to continuously enhance job performance and knowledge of the
organisation and working environment.

Work together with others in a constructive way by contributing to diverse and inclusive working
environment. Demonstrate respect and courtesy at all times.

Convey information and relevant opinions clearlyand concisely both orally and in writing, facilitate interaction
and engage effectively with others. Treat confidential or sensitive information accordingly.



JOB-SPECIFIC REQUIREMENTS

e You have athorough knowledge of one of the official languages of the European Union and a satisfactory
knowledge ofanother of these languages. For functional reasons, a good command of English and/or French
is required;

e You are digitally skilled and have relevant experience in organising knowledge management and/or library
related services;

e Youhave agood command of standard IT applications and tools (Outlook, Excel, Word, SharePoint, Jira);

ASSETS

e Being familiar with record management policies and electronic document management systems (such as
Documentum) in general as well as a qualification and/or professional experience in Information Sciences
(Archives, Record or Document Management) constitute an asset.

e Relevantprofessionalexperience with financial management within the European institutions (and with the
ABAC application), with project management and/or supervising a team constitute an asset.

What we offer

. A European institutionon a human scale atthe heart of the European quarter and easily accessible;
J Flexible workinghours and teleworkingopportunities subject to the needs of the service;
J An active talent management policy focusing on continuous development and training and a
policy to encourage internal mobility;
. A friendly and dynamic working environment in which self-motivation, initiative and team spirit
are valued;
. An institution that promotes equal opportunities, diversity and non-discrimination to help

nurture a respectful and inclusive working environment, and that is actively engaged in the
consultation process prior to the adoption of EU legislation.

o An EMAS-certified institution that is continuously looking to improve its environmental
performance.

Are you interestedin this challenge?

If you have the skills we are looking for and think you fit the profile above, please apply using the online application
form: https://candpvc.cor.europa.eu/FormPVC.aspx?m=i&culture=en before noon on 13/09/2024.

Please rememberto read carefullythe appendix to this vacancy announcement.
The Secretary-General

(signed)
Petr Blizkovsky

The European Committee of the Regions (CoR) is the political assembly which allows the views of regional and local
authorities to be heard when European Union policies are being devised and legislation drafted. It is an advisory
body which was created in 1994. Its consultative role allows its 329 members, and through themthe regional and
local authorities theyrepresent, to take partin the EU decision-making process.



https://candpvc.cor.europa.eu/FormPVC.aspx?m=i&culture=en
https://cor.europa.eu/fr/Pages/default.aspx

