28/07/2022

ECTRI (European Conference of Transport Research Institutes) is an international non-profit association created in 2003. It
is composed of 28 leading national transport research institutes and universities from 19 European countries united to promote
the excellence of European transport research. All together they account for more than 4,000 European scientists and research
staff in the field of transport. In order to support the team and further improve the services for its Members, ECTRI is looking for

an:

Office manager

IMPORTANT NOTICE:
Only candidates with relevant administrative, financial and accounting background and experience will be considered.
People with EU affairs profile are not suitable for this position.

I. Main missions
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Build and preserve trusted relationships with our Members, address Members’ needs quickly and effectively

Be a point of contact for general enquiries, handle incoming/outgoing general (e)mail and calls

Manage finances: in and out invoicing, bank accounts, liaise with external accountants to process invoices, prepare
and track payments, and update internal tracking of outgoing invoices

Monitor office budgets and provide regular expenditure reports

Prepare the annual cash accounting and risk analysis

Prepare EU project financial reporting and support EU projects management and tasks

Support communication tools development (leaflet, newsletter and banner)

Update Website, Social Media and Members’ area content

Coordinate staff travel arrangements, including booking transport and accommodation

Assist the association’s leadership in daily management tasks

Liaise with suppliers and all external stakeholders, and follow up on contracts

Coordinate all office and building matters, including ordering office supplies and furniture

Organise meetings, events and conferences, including preparing internal and external meetings’ files, setting up
meeting rooms

Implement and maintain internal procedures and office administrative systems, notably documents archives, and
manage databases and distribution lists

Provide efficient and effective daily administrative office management

Il. Candidate profile
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3-10 years relevant professional experience, in particular within non-profit association
Full proficiency in English; good command of French; other languages will be an asset
Experience in using Microsoft office tools and emails software

Excellent interpersonal, organisational and time management skills

Rigoristic and keen eye for details

Proactive, dynamic, flexible and able to work under pressure with a professional attitude
Eager to work in a multicultural environment

Knowledge in accounting, financial management and communications will be an asset

Ill. Miscellaneous
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The recruited person will work within the Secretariat under the Secretary General and President’s responsibility

Some IT knowledge will be an asset, in particular with the following software: Publisher, Adobe suite (Photoshop,
InDesign), WordPress (or other CMS system) and CRM platform (Members’ area management)

Full-time contract with non-fixed term under Belgium laws; part-time might be considered (please mention it explicitly
in your letter).

Job based in Brussels, Belgium

Applicant must be legally entitled to work in Belgium

Salary depending on experience

Availability: immediate

Applicants are requested to send a letter of motivation together with a complete Curriculum Vitae until September 5™, 2022
EOB to office@ectri.org. Only shortlisted candidates will be contacted.
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