
 

 

 

1. SNKE Geographical Team Leader for Novi Pazar 

ABOUT THE POSITION 

The Geographical Team Leader for Novi Pazar will be responsible for implementing all project activities at the regional 

level, with a primary base in Novi Pazar. S/he will work under the guidance of the Team Leader and coordinate 

activities on the regional level with the Deputy Team Leader and other Europe house experts. S/he will supervise the 

Europe House Public Space Manager, Novi Pazar, the Information and Media Officer, Novi Pazar and the support staff.  

The Geographical Team Leader will be fully responsible for the implementation of all contract activities in the Europe 

House, Novi Pazar. S/he will also be responsible for the smooth functioning of the EH public space activities, local 

social media (in accordance with the social media strategy of all EU houses under the guidance of the Digital Marketing 

Manager), coordination of EH support staff, and the organisation of local events. S/he will contribute to producing news 

and audiovisual content and maintain local contract databases and mailing lists. 

S/he is expected to have experience in working with different target groups and/or multipliers in the region (civil 

society organisations, media, academia, government institutions, business actors, etc.). When required, s/he will be 

expected to perform her/his duties during weekends and holidays. Tight deadlines and crisis management are part of the 

job. 

 

QUALIFICATIONS & SKILLS 

• Bachelor’s degree – where a university degree has been awarded on completion of three or more years of study 

in a university or equivalent institution, or a minimum of 3 years of general professional experience in addition 

to the minimum number of years of general experience specified below will be considered equivalent. 

 

• Fluency in other EU languages, other than those required for all staff, will be considered an asset. 

 

GENERAL PROFESSIONAL EXPERIENCE 

• Minimum 5, preferably 7 years of relevant professional experience in communication and information. 

 

SPECIFIC PROFESSIONAL EXPERIENCE 

• Team management experience in a minimum of 1, preferably 2, information or communication assignments 

aimed at the general public (such as communication, advertising, outreach, awareness-raising, etc.). 

• 1, preferably 2 years of relevant professional experience in customer service and direct contact with the public 

will be considered an asset. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

2. JNKE Graphic Designer and Prepress Specialist – EH Belgrade 

ABOUT THE POSITION 

The Junior Non-Key Expert in Graphic Design and Prepress will support the Europe House Belgrade in delivering high-

quality visual communication products that reflect the EU’s branding standards and enhance the visibility of all Europe 

House activities. 

Working closely with the Europe House management team, communication experts, and event coordinators, the JNKE 

will be responsible for designing, adapting, and preparing a wide range of promotional and informational materials for 

both digital and print use. The position requires strong design skills, attention to detail, and the ability to translate 

communication messages into compelling, user-friendly visuals. 

QUALIFICATIONS & SKILLS 

• Strong graphic design skills with proven experience in producing visual materials for campaigns, events, and 

public communication 

• Excellent knowledge of Adobe Creative Suite (InDesign, Illustrator, Photoshop) and other relevant 

design/prepress tools 

• Solid understanding of prepress standards, file preparation, colour management, and print production processes 

• Ability to adapt content into clear, visually engaging formats for both digital and print use 

• High attention to detail, layout accuracy, and consistency with branding and EU visibility guidelines 

• Ability to manage multiple design tasks simultaneously and deliver within tight deadlines 

• Strong communication and teamwork skills, including coordination with communication teams, printers, and 

event staff 

• Ability to work independently, take initiative, and propose creative visual solutions aligned with project 

objectives 

• Familiarity with EU communication/visibility standards is an asset 

• Basic proficiency in digital communication formats (social media, website visuals, screen formats) and file 

optimisation 

 

GENERAL PROFESSIONAL EXPERIENCE 

• Minimum 2, preferably 3 years of professional experience in graphic design, visual communication, or related 

creative fields 

• Experience working in communication, media, advertising, cultural institutions, or similar public-facing 

environments 

• Proven experience producing visual materials for organisations, campaigns, events, or public communication 

initiatives. 

 

 

SPECIFIC PROFESSIONAL EXPERIENCE 

• Experience in designing and preparing print and digital communication materials (brochures, posters, banners, 

social media assets, infographics, etc.) 

• Experience with prepress preparation, including technical file optimisation, print specifications, and 

coordination with printing service providers 

• Experience supporting public events with visual materials (event branding, on-site graphics, presentations, 

signage) 

• Experience ensuring compliance with brand guidelines or institutional visibility rules (EU experience 

considered an asset) 

• Experience collaborating with communication teams, content creators, or event operators to translate messages 

into high-quality visual outputs



 

Specific experience in the region: 

 

 
 

 

 

CURRICULUM VITAE 
 

Proposed role in the project:  

Family name:  

First Name:  

Date of Birth:  

Nationality:  

Civil status:  

Education:  

 
 

 

 

 

Edu.1 

Institution Date from 

Dd/mm/yyyy 

Date to 

Dd/mm/yyyy 

Degree(s) or Diploma(s) obtained 

    

Language skills: Indicate competence on a scale of A to C 
 

Language Reading Spoken Written 

 Mother tongue 

    

 

Membership of professional bodies.  

Other skills (e.g. computer literacy, 

etc.): 

 

Present position:  

Years within the firm:  

Key Qualifications (relevant to the 

project): 

 

 

 

 
Country Date from: Dd/mm/yyyy Date to Dd/mm/yyyy 

   

   

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 

 

 

Professional experience: 

 Date from 
dd/mm/yy 

Date to 
dd/mm/yy 

Total of 
days 

Location 
Company & reference person [1] 

(name & contact details) 
Position 

Description 

1        

2        

3        

        

        

        

  Total   

 

Other relevant information (e.g. publications): 



 

 

 

 

Dear expert, 

In order to be able to store your CV in our expert database (so that we can easily identify you as potential 

resource for our projects) we need your consent. The most convenient way for you to give us this consent is 

to type your name in the field provided below and to return this email to us by using the reply function of 

your email programme. 
 

 

 

 

 

Privacy policy for an expert to be registered in our expert database 
(vE18.5.1) 

 

 

Introduction 

 

This privacy statement is provided to you by GOPA Partners in Action for Change and Engagement (hereafter in this 

text often abbreviated as GOPA PACE or "we"), a company which is part of the GOPA Consulting Group, one of the 

leading European private and independent consulting groups in the area of development cooperation. Our clients are 

national and supranational institutions and organisations, such as national ministries or organisations like the European 

Commission or the World Bank. We are implementing projects for our clients by deploying own staff or by hiring and 

deploying freelance experts. Many of the projects are implemented by us alone, while others are implemented together 

with partner organisations and companies. 

 

 

Data protection terminology used in this privacy policy 

 

Our personal data processing activities are governed by the General Data Protection Regulation (Regulation (EU) 

2016/679) which makes use of the following terminology. 

 

'Personal data' is any information that can be used to identify you, including your name, email address, IP address, or any 

other data that could reveal your physical, physiological, generic, mental, economic, cultural or social identity. 

 

For the purpose of the GDPRs, we are the 'data controller' of all personal data obtained by us as set out in this policy, 

because we ultimately determine how your personal data will be handled by us or our sub-contractors, who would be our 

'data processors'. 

 

If we handle your personal data then you are a 'data subject'. This means you have certain rights under the GDPR in 

relation to how your personal data is processed, which are set out in this privacy policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

Name and address of the data controller 

 

The responsible controller of your personal data is 

 

GOPA PACE 

 

Boulevard de la Woluwe,2 

1150, Brussels 

Belgium 

info@gopa-pace.com 

www.gopa-pace.com 

 

Data protection officer 

 

You as data subject may, at any time, contact our Data Protection Officer directly with all questions and suggestions 

concerning data protection. The contact data of our Data Protection Officer is 

 

Data Protection Officer 

GOPA PACE 

Boulevard de la Woluwe, 2 

1150, Brussels 

Belgium 

Email: dataprotectionofficer@gopa-pace.com 
 

 

How we store and process your personal data 

 

Within the scope of our expert recruiting process, we store your contact data (address, email, telephone number, etc.), 

your curriculum vitae (CV) and any documentary evidence you may have supplied together with your CV (personal 

documents) in electronic form. In rare cases, we may also keep paper-based versions of your personal data, for instance 

if this is required by statutory obligations. 

 

We process these personal data exclusively for the purpose of identification and selection of personnel for projects we 

are implementing or tendering at present or in the future. 

 

The storage space for your CV and personal documents (such as diploma, work certificates, etc.) is our central database 

of experts. Besides this, we may store your personal data on our file servers, for instance when we rephrase, translate or 

shorten your CV for the purpose of the recruitment and deployment process. 

 

We may also use your contact data to get in touch with you occasionally, for example to ask you for providing updates 

to your CV and personal documents. Please note that we (i) do not use the personal data submitted with your CV for 

advertising purposes or the sending of newsletters etc. 
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How long we keep your personal data 

 

On a regular basis, we keep your CV and related personal documents (such as diploma, work certificates, etc.) data in 

our expert database for a maximum of 3 years. We keep this data in our database longer only (i) after obtaining renewed 

consent from you, i.e. by contacting you through email prior to the expiration of your expression of consent, or (ii) if we 

need them for the performance of a contract with you. 

 

If we cannot obtain your renewed consent for any reason, we will delete your CV and related personal documents, or we 

block access to them if we are required by statutory obligations to keep them for a longer period (for instance for audit 

purposes obligatory in services provided through public procurement). 

 

 

Legal basis for data processing 

 

The legal basis for the processing of data is Art. 6 para. 1 lit. a GDPR in case the user has given his consent to the 

processing. In case we have to fulfil a contractual obligation to you, the legal basis is Art. 6 para. 1 lit. b GDPR. In case 

we are subject to statutory obligations the legal basis can be found in Art. 6 para. 1 lit. c GDPR. 

 

 

Your rights in terms of data protection 

 

As data subject you have the following rights in relation to your personal data: 

 

• Right to confirmation - you can ask us to confirm whether we are processing personal data concerning you. 

 

• Right to be informed - this is information on the personal data we are processing and the purpose for which 

we are processing them. 

 

• Right of access - you have the right to be provided with copies of your personal data that we are processing. 

 

Right to rectification - if you think the personal data that we hold on you is inaccurate or incomplete you can 

request us to correct this. 

 

Right to erasure - if you want us to delete the personal data we are holding for you then you can request us to 

do so. 

 

Right to restrict processing - if you oppose the way how we are processing your personal data then you have 

the right to inform us accordingly and we will restrict the processing on the basis of your right. 

 

Right to data portability - if you want us to forward your personal data to a different organisation or person 

then you have the right to inform us and we will transfer your personal data respectively (without adversely 

affecting the rights of others). 

 

Right to withdraw your consent - you can withdraw your previously given consent to the processing of your 

personal data at any time by contacting us using the contact form provided. 

 

 

 

 

 

 

 

 

• 

• 

• 

• 

• 



 

 

 

 

If you want to exercise one or more of these rights, please contact one of our staff or use the general contact address 

provided above. You can request your rights free of charge unless your request is clearly unfounded, repetitive or 

excessive. Alternatively, in these circumstances we may refuse to comply with your request. In accordance with the 

GDPR, we will try to respond to all legitimate requests within one month. Occasionally it may take us longer than a 

month if your request is particularly complex or you have made a number of requests. In this case, we will notify you 

and keep you updated. 

 

In addition to the above rights, as a data subject you have the right to lodge a complaint with your local data protection 

authority within the European Union. Please note that you can use whichever local data protection authority within the 

European Union that is most convenient for you. 

 

 

Transfer of personal data 

 

The expert database we are using to store your CV and personal documents (such as diploma, work certificates, etc.) is a 

database that our authorised staff can access, as well as the authorised staff of the other companies of the GOPA 

Consulting Group. In this regard, your personal data may be transmitted to the other Group companies simply by sharing 

the access to this database by authorised staff. This helps us to identify staff for potential expert positions and it increases 

the possibility for you to be hired for a position. 

 

In the course of our expert recruiting process we may transmit your CV and related personal documents (such as diploma, 

work certificates, etc.) also to other entities or bodies, for example to cooperating consulting companies or national or 

supranational authorities (ministries, EU authorities). Yet, before we would specifically propose you as expert for a 

project or tender, we will contact you again. 

 

In cases where we are conducting or applying for a project located outside the EU or where we are cooperating with 

partners located outside the EU, we may transmit your CV and related personal documents also to entities and bodies 

outside the EU. 

 

These transmissions are not taking place on a regular, but on an occasional basis, i.e. only if there is a particular project 

for which we would like to hire you, or a particular tender for which we would like to nominate you, or a particular 

business strategy we are pursuing with cooperating consulting companies, for instance in the strategic period before a 

certain tender procedure is launched. 

 

 

Automated decision making and profiling 

As a responsible company, we neither use automated decision making nor profiling. 

Further information on personal data protection 

 

For further aspects on how we process your personal data outside the recruitment process described in this privacy policy, 

please refer to our general privacy policy published on our website. 

 

 

 

 

 

 

 

 



 

 

 

Deleting your personal data 

We delete your personal data on a regular basis in accordance with the requirements of the GDPR. 

 

As mentioned above, we delete your CV and related personal documents (such as diploma, work certificates, etc.) after 

a period of 3 years, unless we receive a renewed expression of consent from you, after we have contacted you again. 

 

If we have to keep your CV and related personal documents longer due to statutory obligations, we delete them as soon 

as the statutory obligations allow. In the meantime, i.e. between the end of a 3-year storage period and the end of the 

storage period required by statutory obligations, we block access to your CV and related personal documents. 

 

 

 

 

 

 

Expression of consent to the processing of my personal data 
(vE18.5.1) 

Herewith I consent to the storage, processing, transmission and use of my personal data for the purpose of 
identification and selection of project personnel. If the transmission of my data to donor organisations or 

partners in countries outside the EU (third countries) will be necessary for this purpose, I also consent to this 

transmission. 

 
→ Please type your name into the following field and return this text to us by e-mail: 

 

→ Name: ..................................................................... 

 


