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Job description

Operational Programme IPA Slovenia – Croatia 

2007 - 2013

	Contract manager  – JTS Headquarters, Ljubljana


	Main responsibilities


	· To monitor and control the implementation of subsidy contracts and commitment of expenditure of the European policy.

· To ensure that the verification system is established and that the expenditure declared has actually incurred, the products have been delivered, services and works carried out in accordance with provisions of the subsidy contract, requests for payment by the lead beneficiary are correct and that operations and expenditure comply with Community rules and with the national rules of the Republic of Slovenia or Croatia.

· To collect and verify Lead Beneficiary Applications for Reimbursement. 

· To obtain evidence on controls provided by lead beneficiaries.

· To check that the lead and the other beneficiaries maintain a separate accounting system for all transactions relating to projects without prejudice to national accounting rules.

· To ensure compliance with the information and publicity requirements laid down in Article 62 of Commission Regulation (EC) No 718/2007.

· To monitor the implementation of recommendations of environmental reports on implementing OP.


	Specific responsibilities


	· To be in charge of the registration and of the opening check of the opening of received applications and of the establishment of the completeness of applications. 

· To register project application into the Central Monitoring System.

· To be in charge of the ex-ante control on beneficiaries’ capacities in cooperation with National authorities.

· To verify the administrative compliance and the eligibility of applications and more precisely:

· Administrative compliance and eligibility of received applications;

· Drawing up requests for missing documents and/or clarifications;

· Checking of received supplements and after JMC decision, informing about incompliant applications which shall be excluded from further procedures;

· Drawing up records.

· To cooperate with the independent assessors in the quality check of the operations together with the MA and programme partners.

· To ensure, in cooperation with financial officers, that operations are selected in the respect of EU Regulations.

· To prepare, in cooperation with financial officer, the subsidy contract.

· To verify Applications for Reimbursement and implement sample site visits based on risks assessment.

· To adjust subsidy contract in the respect of equal treatment between beneficiaries and to ensure that all payments are made in the respect of the subsidy contract.

· To carry out sample site visits to check in particular:

· The reality of the operation,

· Delivery of the product/service in full compliance with the terms and conditions of the subsidy contract;

· Actual progress;

· Respect for Community rules on information and publicity;

· Sample site visits shall also be used to check that the beneficiary is providing accurate information regarding the physical and financial implementation of the operation. 

· To cooperate with the irregularity officer in the field of prevention and detection of errors in the respect of the proportionality principle.

· To ensure final adjustments, revenue monitoring and control of durability. 

· To check Lead Beneficiary Progress Reports and Final Reports on operation level.

· To check the reconciliation and specific storage of all documents by the lead beneficiaries.

· To give an operational support to develop programme publications and public events.

· Organizing the assessment of projects with assessors coming from both countries.

· Collection of Lead Beneficiary Progress/Final Reports from the lead.

· Preparing changes of IPA subsidy contracts based on operation changes applied for by the lead beneficiaries in accordance with the national funding authorities; 

· Safeguarding the coherence between IPA subsidy contract and contract for national co-financing.

· Carrying out publicity and information actions.



	Education
	· University degree (preferably in law, economics, communication/ journalism, political sciences, humanities, geography or related field)



	Language skills
	· Excellent knowledge of Croatian language;
· Excellent knowledge of English language;
· Slovenian language is an asset.


	Other skills
	· Computer Literacy (MS Office);
· Flexible approach to work; willingness to travel;

· Driving license; 
· Excellent presentation skills;
· Excellent communication and organising ability.  


	Professional experience
	· Minimum of  3 years working experience;
· At least 1 year of experience in managing programmes or projects financed from the EU funds or other sources.



	Assets
	· Good team player with capacity to work in a multicultural environment;

· Good understanding and knowledge of the programme area.



