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EUROPEAN COMMISSION
DIRECTORATE-GENERAL

HUMAN RESOURCES AND SECURITY

Dircetorate HR.DDG.B - Talent management & Diversily
Unit HR.DDG.B4 - Career Management & Mobility

Brussels, 2 ? JUIL, 2019
HR.DDG.B.4/CL/ch (2019)

File treated by C. Henrotte & 60283
Your Excellency,

It is my pleasure to announce the launch of the first exercise 2020 for the European Commission's
National Experts on Professional Training (NEPT) Programme.

For this exercise, the NEPTs will start their training period cither on 1% or 16" March 2020.

Annex 1 is an explanatory note with important information on the NEPT programme. I would be
grateful if you could forward it to the candidates.

Annex 2 shows the specific information on the exercise.

Candidates should fill in and sign the application form (annex 3) and draft their CV in Europass
format in English, French or German according to the form (annex 4).

The Permanent Representations and Missions are asked to send the applications - application forms,
(Vs of the candidates as well as the candidates’ list (annex 5) - to the mailbox HR-
ENFP(@ec.europa.eu at the latest on the 1" of October 2019.

Only applicants whose name is on the candidates' list sent by the Permanent Representations and
Missions and who have duly signed their application form will be taken in consideration.

Thank you in advance for your assistance in this matter.

Yours faithfully,
Christian LEVASSEUR
Director
Acting Head of Unit
HR.DDG.B.4
Enclosures: 1. Explanatory note

2. Specific information on the exercise
3. Application form

4. Furopass C'V (template)

5. Candidates' list (template)

Commission curopéenmes Europese Commissic, 1049 BruxellesBrussel, BELGIQUE/BELGIE - Tel. 432 22991111
Office: MO34 05/056 - Tel. direct line -+32 229-65580 - E-mal: HR-E

23 Q0 CLHO)RLUL

Electronically signed an 24/07/2019 17:26 (UTC+02) i accordance with article 4.2 (Validity oF electronic documents) of Commission Decision 2004/563
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PROGRAM FOR NATIONAL EXPERTS IN PROFESSIONAL TRAINING (NEPT)
Explanatory note

Introduction

The Commission decision C(2008)6866 of 12.11.2008, modified by Commission decision C(2010)544 of
29.01.2010, that lays down rules on the secondment at the Commission of national experts and national
experts in professional training is the legal basis for the NEPT Programme.

NEPTs are equivalent to cost-free seconded national experts. They do not receive any allowances from the
Commission, except the refund of expenses for work-related travel.

Eligibility

Candidates must be employed by a public administration and hold the administrative status of either
permanent official or contract staff member.

No minimum period of professional experience is required.

Candidates who have already benefited from any kind of contract, employment or traineeship within a
European institution are not eligible.

The national employer has to pay the salary to the NEPT during the whole period of secondment.

The national employer has to ensure that the NEPT remains subject to the national social security and pension
rights scheme.

The Permanent Representations and Missions are requested to check the eligibility of the employer and the
administrative status of the candidate before sending an application. Any inconsistency with the conditions
applying may lead to an application being refused.

The Permanent Representations and Missions have to inform the NEPT team in DG HR of any change in an
NEPT’s administrative status with his/her employer during the secondment to the Commission.

Proposals of applications

The total number of NEPTs submitted by the Permanent Representations or Missions may not exceed the
quota set for the year.

For the first exercise of the year (March), the Permanent Representations or Missions can use the entire quota
fixed for the year. It is however highly recommended to limit the number of proposals to half of the quota in
order to have sufficient possibilities for the second exercise of the year.

For the second exercise of the year (October), DG HR sets the remaining quota for each country, by deducting
the number of NEPT who started in March from the total quota available in each year.

The content of the application form cannot be changed by the candidate once it has been submitted.

The application will only be accepted if it is duly signed by the candidate and the applicant’s name appears on
the candidates' list sent by the Permanent Representation or Mission.

The candidate can indicate up to three different Directorates-General as preference. It is highly recommended
that the candidates target their preferences in order to enhance the chances to be selected. The candidates can
consult the websites of the Commission’s various Directorates-General (http://ec.europa.eu/dgs en.htm)
before indicating their preferences on their application form.

Article 33 of the applicable Commission decision specifies: “The duration of the training shall be fixed at
the outset and may not be changed or extended’. Candidates and their employers are therefore asked to
keep their commitments once the candidates have been selected.




Selection procedure of the candidates by the Commission services

The preferences for Directorates-General indicated in the application form cannot be modified once the
application has been submitted.

The Directorates-General will generally select the candidates whose professional experience and/or studies
are relevant to their activities and who choose the DG as a preference.

During the selection procedure, the candidates should not be contacted by any of the Commission services.
During this period, no confirmation can be given by anyone.

Directorates-General will also have the possibility to reserve other candidates who haven't been reserved by
one of the Directorates-General indicated as preferences in the application forms.

There is no guarantee for the candidates to be selected by the Directorates-General indicated as preferences in
the application form.

After finalisation of the selection period, the NEPT sector of DG HR (HR-ENFP@ec.curopa.cu ) will confirm
the NEPT and the DG which has selected them.

If the candidate or his/her employer does not agree with the final assignment communicated by the NEPT
sector, the candidate may withdraw his/her application for the current exercise. He/she keeps then the
possibility to apply for another exercise.

If a candidate withdraws, he/she has to inform the permanent representation or mission and the NEPT sector
of DG HR (HR—ENFP@ec.europa.eu) at last two weeks before the start of the assignment.

When a candidate has withdrawn, a proposal for a replacement candidate submitted by the Permanent
Representation or Mission may be accepted by the NEPT sector. However, due to the tight time frame there
is no guarantee that the replacement candidate will be selected.

The replacement candidate must however have the same profile and apply for the same Directorate-General to
which the candidate who has withdrawn was assigned. The replacement will only be approved if the
application is accepted by the Directorate-General hosting the NEPT.

Specific requirements for candidates seeking assignment to following services

o European External Action Service (EEAS)

Applicants assigned to EEAS have to send as soon as possible a testimonial of their Security Clearance
(level SECRET) issued by their National Security Authority to their Permanent Representation or
Mission, which will forward it to the EEAS (EEAS-TRAINEES-HQ@ceas.curopa.ci + COpY to
marta.madej @eeas.europa.cu).

e DG Communication (COMM)

Candidates can choose as preference between either DG COMM in general or DG COMM’s
Spokesperson’s Service (COMM SPP).

e Office for Infrastructure and Logistics (OIB)

Only candidates with a profile as engineer, architect, lawyer specialised in property management,
specialist in logistics (transport, catering), lawyer with experience of calls for tender.

o FEuropean Anti-Fraud Office (OLAF)

Only candidates with a strong legal profile, including good knowledge of EU law. Good knowledge of the
national law of one of the following Member States would be an additional asset: Bulgaria, Greece,
Austria, Poland, Romania or one of the Baltic States.

e DG Health and Food Safety (SANTE)

Candidates with a background in food safety or health are also welcome.




Before the start of the NEPT secondment

Successful candidates must send to the NEPT team a copy of their pas
r employer saying that the NEPT shall continue to receive his/her remuneration

declaration by thei

during the period of professional traiming.

For any questions an

d for further contact, please use exclusively the following e-mail address:
HR-ENFP@e¢c.europa.cu.

sport or identity card and a
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PROGRAM OF PROFESSIONAL TRAINING FOR NATIONAL EXPERTS (NEPT)
Calendar and quota of applications 1% exercise 2020 (March)

CALENDAR

Internal selection procedure.

November 2019 During this period, the candidates should not be contacted by any of the

Commission services.

December 2019 First contact email of the selected DG/Cabinet to the candidate.

January 2020

or missions of the selected candidates and their hosting DG.

Confirmation by the NEPT sector of DG HR to the permanent representations

Confirmation email with invitation from NEPT sector to the selected
candidates.

MAXIMUM QUOTA FOR EACH COUNTRY

The number of proposals by the permanent representations or missions cannot exceed the
quota mentioned below.

For the first exercise of the year (March), the permanent representations or missions can use
the entire quota fixed for the year. It is however highly recommended to limit the number of
proposals to half the quota in order to have sufficient possibilities for the second exercise of
the year.

For the second exercise of the year (October), DG HR sets the remaining quota for each
country, by deducting from the total quota of the year the number of NEPT who really started
in March.

Page 1




Total Quota | Number NEPT | Number NEPT
for 2020 2020/1 2020/2

AT 10
BE 12
BG 10
CH 6
CY 4
CZ 9+5
DE 2948
DK 7
EE 4
ES 27
FI 7
FR 29
GR 12
HR 3
HU 8
IE 6
IT 29
LT 8
LU 4
LV 8
MT 3
NL 13
NO 6
PL 14
PT 12
RO 14
SE 10
SI 4
SK 6

335
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EUROPEAN COMMISSION
DIRECTORATE-GENERAL

HUMAN RESOURCES AND SECURITY
Directorate HR.B — Talent Management & Diversity
Unit B4 - Career Management & Mobility

NATIONAL EXPERTS IN PROFESSIONAL TRAINING PROGRAMME

APPLICATION FORM

1. Applicant's personal data

Family name /Surname: Forename:

Maiden name: Date of birth: (DD/MM/YYYY)

Present nationality: City of birth:

Gender: [_|Male [ ] Female Language for correspondence: [ ]EN [ ]FR

Personal email:

Professional email:

Telephone number: Mobile phone:

2. Administration of origin (Your current employer, who shall continue to remunerate you during the
period of professional training)

Name of your Administration: (i.e. Ministry, Agency, etc...):

Country:

Address:

Phone number:

3. Requested start date and duration of the professional training
(with the agreement of the employer)

Start date: [_| 1%t of March or [ ] 16™ of March (select only one, not possible for other dates)

Duration: [_| 3 months []4 months [] 5 months (select only one)

- It is not possible to modify the duration.

- The candidates from non-EU countries should apply for a 3-months-duration, unless their country
has signed a bilateral agreement with the Commission, such as EFTA countries or Turkey.




Preferences of Directorate-General (DG) or Cabinet

Please indicate, in order of preference, maximum three Directorates-General or Cabinets that
interest you most, and give a detailed motivation. (You can consult the list of DGs on
https://ec.europa.eu/commission/index_en).

Please note that candidates from non-EU countries should not apply for the Neighbourhood and
Enlargement Negotiations DG (NEAR), the Justice DG (JUST) or the Home Affairs DG (HOME),
unless their country has signed a bilateral agreement with the Commission, as is the case for EFTA
countries and Turkey.

1%t choice: Directorate-General or Cabinet:

Personal motivation :

2" choice: Directorate-General or Cabinet:

Personal motivation :

3" choice: Directorate-General or Cabinet:

Personal motivation :

important information on the selection procedure

5.

Your preferences, as indicated in this application form, will influence the selection and definitive choice
of the DGs. These preferences can't be modified once your application has been submitted.

There is no guarantee of being selected by one of these DGs.

Only outcomes communicated by the NEPT sector of DG HR.B.4 (e-mail address: HR-
ENFP@ec.europa.eu) after finalisation of the selection period are binding. During the selection
procedure, you should not be contacted by any of the Commission departments.

If the candidate or his employer does not agree with the final assignment communicated by the NEPT
sector, the candidate may withdraw his/her application for the current exercise. He/she can apply for a
following exercise.

Applicants selected for the European External Action Service (EEAS) have to send as soon as possible a
testimonial of their Security Clearance (level: SECRET) issued by their National Security Authority to
their Permanent Representation/Mission, which will forward it to the EEAS (EEAS-TRAINEES-
HQ@eeas.europa.eu, cc. marta.madej@eeas.europa.eu).

Additional personal information

Do you have a physical disability that may require special arrangements to be made if you are
chosen? [ ]Yes [ INo

If YES, please give details and indicate the special arrangements you believe would be necessary:
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6. Emergency contact address

Surname: Forename:

Phone number: Mobile phone:

Email address:

Street/N°:

Postcode/Zip: Town: Country:

7. Enclosure: detailed Curriculum Vitae in EUROPASS format

For help: http://europass.cedefop.europa.eu/en/documents/curricuIum—vitae/tempiates-
instructions

8. Declaration on the honour

1, the undersigned,

- declare that | have never benefited from any kind of contract, employment or traineeship within a
European Institution or Body;

- declare that throughout the period of my professional training | remain subject to the social security
legislation applicable to the civil service of my employer which will assume responsibility for
expenses incurred abroad and that | am insured against the risk of accidents, death and invalidity;

- affirm that | am acquainted with the "Rules applicable to National experts on secondment to the
Commission", Commission Decision C(2008)6866 of 12/11/2008, which are applicable to me during
the period of my professional training at the Commission and can be found on
https://myintracomm.ec.europa‘eu/staff/Documents/taIent-

management/staff/sne/regime _end 2009 en.pdf

| am aware that according to art. 37.2 of that Decision NEPT shall be regarded as cost-free Seconded
National Experts who shall continue to be paid by their employer without any financial compensation
being paid by the Commission.

- affirm that | am acquainted with the provisions of Articles 6 and 7 of the Decision C(2008)6866 on
tasks, rights and obligations, which by analogy (see Article 37) also apply to NEPT;

- undertake to refrain from any unauthorised disclosure of information received in the line of duty,
even to my employer, unless that information has already been made public or is accessible to the
public;

- declare that there is no risk of a conflict of interest between the functions | perform for my
employer or the professional activities of my close family and the tasks entrusted to me as a NEPT;

- undertake to inform my hierarchical superiors immediately of any change in this respect during my
professional training;

- undertake to have a duty of loyalty to the European Union and be bound by the obligation to act
with integrity and discretion after my professional training in the exercise of new duties assigned to
me and in accepting certain posts or advantages;

- certify that the statements made by me in answer to the above questions and in the Curriculum
Vitae (in enclosure) are true, complete, and correct to the best of my knowledge and belief. |
understand that any false statements or any required information withheld from this form may
provide grounds for my exclusion from the NEPT Programme, or cancellation of my training if my
application has been accepted.

Date: Signature:
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The

Data

Data

avail

accordance with the SNE Decision C(2008)6866 as well as the Regulation (EC) No 45/2001.

selected candidates).

controller, in accordance with Article 13 of the Regulation on the processing of personal data. The candidate may send complaints

to the European Data Protection Supervisor edps@edps.europa.eu.
To the attention of candidates from third countries: your personal data can be used for necessary checks. More information is

management of your professional training and its termination requires the Commission to process your personal data in
is kept by the competent services for 5 years after the professional training (6 months after submission of applications for non-

subjects may exercise their right of access to data concerning them and the right to rectify such data by applying to the

able on http://eaeuropa.eu/info/departments/human—resources-and=securitv en
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PERSONAL INFORMATION

JOB APPLIED FOR
POSITION
PREFERRED JOB
STUDIES APPLIED FOR

WORK EXPERIENCE

Replace with dates (from - t0)

EDUCATION AND TRAINING

Replace with dates {from - 10)

PERSONAL SKILLS

Mother tongue(s)

Other language(s)

Replace with language

Replace with language

Communication skills

Organisational / managerial skills

Curriculum Vitae Replace with First name(s) Surmname(s)

Replace with First name(s) Surname(s)
[All OV headings are optional. Remove any empty headings.]
@ Replace with house number, sirest name, city, postcode, country

{, Replace with telephone number 3 Replace with mobile number

3 State e-mall address

D State personal website(s)

Replace with type of IM service Replace with messaging account(s)

Sex Enter sex | Date of birth dd/mmiyyyy | Nationality Enter nationaiity/-ies

Replace with job applied for / position / preferred job / studies applied
for (delete non relevant headings in left column)

1Add separate entries for sach experience. Start from the most recent.]
Replace with occupation or position held
Replace with employer’s name and locality (if relevant, full address and website)

» Replace with main activities and responsibilities

Business or sector Replace with type of business or sector

[Add separate entries for each course. Start from the most recent]

Replace with qualification awarded Replace with EQF

{or other) level if
relevant

Replace with education or training organisation’s name and locality {if relevant, country)

» Replace with a list of principal subjects covered or skills acquired

[Remove any headings left ampty]
Replace with mother tongue(s)

UNDERSTANDING SPEAKING WRITING
Listening Reading Spoken interaction | Spoken production
Enter level Enter level Enter level Enter level Enter level
» Replace with name of language certificate. Enter level if known, : Lo
Enter level Enter level Enter level Enter level Enter level

Replace with name of language cerlificate. Enter level known.

Levels: A1/2: Basic user - B1/2: Independent user - C1/2 Proficient user
Common Furopean Framework of Reference for Languages

Replace with your communication skills. Specify in what context they were acquired. Example:
= good communication skills gained through my experience 8s sales manager

Replace with your organisational / managerial skills. Specify in what context they were acquired.
Example:
« leadership (currently responsible for a team of 10 people)

© Burapesn Urion, 2002-20131 htiprisuropass cedefop. europa. et Page 1/2




Job-related skifls

Computer skills

Other skills

Driving licence

ADDITIONAL INFORMATION

Publications
Presentations
Projects
Conferences
Seminars

Honours and awards
Memberships
References

Curriculum Vitae

Replace with any job-related skills not listed elsewhere. Specify in what context they were acquired.
Example:
= good command of quality control processes {currently responsible for quality audit)

Replace with your computer skills. Specify in what context they were acquired. Example:
» good command of Microsoft Office™ tocls

Replace with other relevant skills not already mentioned. Specify in what context they were acquired.
Example:
= carpentry

Replace with driving licence category/-ies. Examgple:
=B

Replace with relevant publications, presentations, projects, conferences, seminars, honours and
awards, memberships, references. Remove headings not relevant in the left column.

Example of publication:

« How to write a successiul CV, New Associated Publishers, London, 2002.

Example of project:

Replace with First name(s) Surmame(s

)

« Devon new public library. Principal architect in charge of design, production, bidding and construction

supervision (2008-2012).

© Europsan Union, 2002-2013 1 hipifeuropass. cedefop. suropa.gu




ANGABEN ZUR PERSON

ANGESTREBTE STELLE
BERUF

ANGESTREBTE TATIGKEIT
ANGESTREBTES STUDIUM

BERUFSERFAHRUNG

Hier Datum eingeben (von - big)

SCHUL- UND BERUFSBILDUNG

Lebenslauf Vorname(n) Nachname(n)

Vorname(n) Nachname(n)

{Alle Uberschriften sind optional. Falls nicht relevant, bitte joschen.]
@ Strale, Hausnummer, PLZ, Ort (Staat) angeben

€, Telefon & angeben

s E-Mail Adresse(n) angeben

% FEigene Webseite(n) angeben

 Instant Messaging Service Konto angeben

Geschlecht MW angeben | Geburtsdatum TTMMAIJS | Staatsangehdrigkeit hier angeben

Angestrebte Stelle / Beruf / Angestrebte Tatigkeit / Angestrebtes
Studium (falls nicht relevant, Uberschrift in linker Spalte |6schen)

[Jeden Arpeitspialz separat angeben. Beginnen Sie mit der Altuelisten ]
Aktuelle Stelle / Position angeben

Arbeitgeber und Arbeitsort angeben (falls relevant, volistandige Adresse und Webseite)
« Wichtigste Tatigkeiten und Zustandigkeiten

Tatigkeitsbereich oder Branche Tatigkeitsbereich oder Branche hier angeben

[Fiigen Sie fir jeden relevanten (Aus-)Bildungs einen separaten Eintrag hinzu. Beginnen Sie mit der Aktuelisten.]

Hier Datum eingeben (von - bis)

PERSONLICHE FAHIGKEITEN

Muttersprache(n)

Weitere Sprache(n)

Sprache angeben

Sprache angeben

Kommunikative Fahigkeiten

Organisations- und
Fihrungstalent

Erworbene / zu erwerbende Qualifikation angeben EQR-Einstufung.

fals bekannt
Name, Art und ort der Bildungs- oder Aushildungseinrichtung (falls relevant, Staaf)
« Hauptfacher oder erworbene berufliche Féhigkeiten
|
TAlle nicht zutreffenden Uberschrifien bitte I6schen]
Muttersprache(n) eingeben
VERSTEHEN SPRECGHEN SCHREIBEN
. An Gesprachen Zusammenhéngende
Horen Lesen teilnehmen s Sprechen
Sprachniveau Sprachniveau Sprachniveau Sprachniveau Sprachniveau
-  Sprachzertifikat und Einstufung, falls bekanrt. o
» Sprachniveau Sprachniveau Sprachniveau Sprachniveau Sprachniveau

Sprachzertifikat und Einstufung, falls bekannt.

A1/2: elementare Sprachverwendung - B1/2: selbsisténdige Sprachverwendung - C1/2: kompelente Sprachverwendung
Gemeinsamer Européischer Referenzrahmen fir Sprachen

Tragen Sie hier Ihre kommunikativen Fahigkeiten ein und beschreiben Sie, in welchem
Zusammenhang sie erworben wurden, z.B..
» Erwerb guter Kommunikationsféhigkeiten wahrend meiner Tatigkeit i Verkauf

Tragen Sie hier Ihr Organisations- und Fiihrungstalent ein und beschreiben Sie, in welchemn
Zusammenhang sie erworben wurden, z. B..
« Filhrungsaufgaben (gegenwértig Verantwortung fr ein 10-képfiges Team)

% Buropaische Union, 2002-2013 | http/feuropass. cedefop.europs. e Sette 1/2




Berufliche Fahigkeiten

Computerkenntnisse

Sonstige Fahigkeiten

Fiihrerschein

ZUSATZLICHE
INFORMATIONEN

Publikationen
Prasentationen

Projekie

Konferenzen

Seminare

Auszeichnungen und Preise
Mitgliedschaften
Referenzen

Lebenslauf Vorname(n) Nachname(n)

Tragen Sie hier alle arbeitsbezogenen Fahigkeiten ein, die sonst nirgends erwihnt sind und
beschreiben Sie, in welchem Zusammenhany sie erworben wurden, z. B.:
= Guter Uberblick Uber Qualitatskontroliprozesse {gegenwartig verantworllich fiir Audits})

Tragen Sie hier lhre Computerkenntnisse ein und peschreiben Sie, in welchem Zusammenhang sie
erworben wurden, z. B..

=« Gute Kenninisse von Microsoft Office™

Tragen Sie hier hre sonstigen Fahigkeiten ein, die noch nicht erwdhnt wurden und beschreiben Sie,
in welchem Zusammenhang sie erworben wurden, z. B.:
= Tischlern in der Freizeit

Tragen Sie hier die Klasse Ihres Fihrerscheins ein, z. B
= Klasse B

Geben Sie hier relevante Publikationen, Prasentationen, Projekte, Konferenzen, Seminare,

Auszeichnungen und Preise, Mitgliedschaften, Referenzen an. Enffernen Sie in der linken Spalte

Uberschriften, die nicht relevant sind.

Reispie! fir eine Publikation:

= Wie schreibe ich einen erfolgreichen Lebenstauf, New Associated Publishers, _ondon, 2012.

Beispiel fur ein Projekt:

« Europass Mobilitét - Nachhaltigkeitsstudie, Ergebnisse einer Direktbefragung bei Inhaberinnen und
inhabem des Furopass Mobilitat in Deutschiand; Cont.ogos, 25.10.2011

© Europaische Union, 2002-20131 Itip feuropass cedefop. europa eu




Curiculum vitae Remplacer par Nom(s) Prénom(s)

INFORMATION PERSONNELLE ~ Remplacer par Nom(s) Prénom(s)
[Tous les champs du OV sont facultatifs. Supprimer les champs non remplis.]

% Rermplacer par numéro de rue, nom de rue, code postal, localité, pays
£, Remplacer par numeéro de eléphone & Remplacer par numeéro de portable

5% Inscrire Iadresse(s) courriel

O Inscrire le nom du/des site(s) web personnel(s)

Remplacer par type de service M Remplacer par compte(s) messagerie

Sexe indiquer sexe | Date de naissance jifmmiaaaa | Nationaliie Indiquer nationalité(s)

poSTEVISE Remplacer par le nom du poste vise / de emploi recherché / des

PR : . . : e .
EMPLOI RE%Z%%%%E atudes recherchées (supprimer les intitulés non pertinents de la

ETUDES RECHERCHEES  colonne de gauche)

EXPERIENCE

PROFESSIONNELLE
[Décrire séparément chadue expérience professionnelle. Commencer par la plus récente.]

Remplacer par dates (de - 8) Remplacer par la fonction ou le poste occupé
Remplacer par le nom et la localité de femployeur (au besoin, fadresse et i site web)

» Remplacer par les principales activités et responsabilités

Type ou secteur dactivité Remplacer par le type ou secteur d'activité

EDUCATION ET FORMATION

Décrivez séparément chaque action. Cormmencez par la plus récente ]
Remplacer par dates (de-a)  Remplacer par la qualification obtenue inscrire le niveau du
CEC {ou autre} le
cas dcheant
Remplacer par le nom etla localité de 'établissement d'enseignement ou de formation (au besoin le
pays)
= Remplacer par la liste des principales matiéres couvertes ou compétences acquises

COMPETENCES

PERSONNELLES i
[Supprimer les charmps non remplis.]
Langue(s) matemelle(s) ~ Remplacer par votrefvos langue(s) matemelie(s)
Autre(s) langue(s) COMPRENDRE PARLER ECRIRE
- . Prendre parta une | S'exprimer oralement
Ecouter Lire . .
conversation en continu
Remplacer par la langue Sgé_c__i_ﬁer niveau S_S_péoiﬁer niveau Spécifier niveau Spécifier niveau Spécifier niveau
. Remplacer parle nom du diplome de langue. Spédifier le niveau sil esticonnu. :
Remplacer par la langue Spécifier niveau Spécifier niveau Spécifier niveau Spécifier niveau Spécifier niveau

 Remplacer par le nom du dipiome de langue. Spédifier le niveau s'il est connu.

Niveaux: A1/2: utiisateur élémentaire - B1/2: utifisateur indépendant - C1/2: utilisateur expérimenté
Cadre européen commun de référence pour fes langues

Compétences en communication Remplacer par vos compétences en communication. Indiquer dans quel contexte elles ont éié
acquises. Exemple:
. bonnes compétences en communication acquises grice & mon expérience de responsable des
vertes

& Urion europdenne, 2008-2013 | htideuropass.cedefop europa su Page 1/




-

Compétences organisationnefies /
managériales

Compétences liges a l'emploi
Compétences informatiques
Autres compétences

Permis de conduire

INFORMATION
COMPLEMENTAIRE

Publications
Présentations
Projets
Conférences
Séminaires
Distinctions
Affiliations
Références

Curriculum vitae Remplacer par Nom(s) Prénom(s)

Remplacer par vos compétences organisationnelles / managériales. Indiquer dans quel contexte elies
ont &té acquises. Exemple:
« leadership (actueliement responsable dune équipe de 10 personnes)

Remplacer par les compétences professionnelies non décrites ailleurs. Indiquer dans quel contexte
elies ont &té acquises. Exemple:
= bonne maitrise des processus de confrile qualite (aciueliement chargé des audits qualité)

Remplacer par vos compétences informatiques. Indiquer dans quel contexte elles ont &6 acquises.
Exemple:
« bonne maitrise de la suite Microsoft Office™

Remplacer par les compétences non mentionnées plus haut. Indiguer dans quel contexte clles ont été
acquises. Exemple:
s menuiserie

Remplacer par la ou les catégorie(s) de permis de conduire dont vous étes titulaire. Exemple:
= B

Remplacer par vos publications, présentations, projets, conférences, séminaires, distinctions,

affiliations, références. Supprimer les titres non pertinents de ia colonne de gauche.

Exemple de publication:

« Article: « Les Jurassiens parlent aux Jurassiens - Fragmenis du discours épilinguistique sur la
diglossie franco-suisse ». Dans Présence transfrontaliéres. La Brévine, 2003.

Exemple de projet:

» Nouvelie bibliotheque de Cabourg: architecte en chef, responsable des plans, des appels doffre et
de la supervision des fravaux (2008-2012).

& Union ewropdenne, 2008-2013 Sorfeuropass.cedefop elrapa.ey Page &/2
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1.

Definition
1.1, Description

These rules gavem the in-service information programme for structuzyd Irainces of
the Ewvpean Commissinn. This programme is primarily addresscd o Members
States. However, a limited nunther of stafl aid nationals from Third couniries and
International Organisations may be accepied.

" Sructural trainees are sta{l employed by national administrations and remunerated
by them on a monthly basis.

Chapter IV of Commission Decision of 3 fune 2006 on National Experts seconded
to the Commission sezvices (Annex) establishes the legal framework applicable 10
structural tzaineeships.

1.2 Alms
The aims of in-service training are:

s To providc the iruinees with a first hand cxperience of the wacking methods and
policies of the European Commissivn.

+ Ta cuble them 10 acquire practical experience and knowledye ui’lh: day 10 day
work.of the Commission depariments and services. To provide Usem with the
opportunity to work in B mulliculouwral, muttilingual and multiethnic cavirgament.

s To provide the opportunily to national stalf 10 put into practice knowledge
acquired during their swdies, and in particnlar in their specific areas of
competence.

The European Commission, lhéough the programme:

« flas e benefil of receiving people who can provide 3 different point uf view and
up-to-date outside knowledge, which will enhance the eveeyday work of the
European Cammission, :

¢ Creates a poo} of prople with first-hand cxperience in Eurapean Commissinn
procedures.

2. Eligibility

2.4 Natignatiry

Structural irsinees are sclected from staff of the Member States nf the European
Union. However, 8 number of saff of- Third couptrics and [rreensiionsl
Urganisations may be accopted.




2.2 Qudlifications
2.2.1. Potentinl candidates

The structure} raineeship progremune is addressedt in particular to staff of
national, regional or tocal public authurity of Member States belunging to
categories equivalent t¢ those of function group AD as defined in the Stafi
Regulations of officials of the Eurepean Communities. However, 8 limited
aumber of staff fram Third countries and Intemational Organisatinns can also
benefit from the programme.

2.2.2. Languages

In arder for the trainee to tully profit frum the traineeship and v by sble 1o
follow meetings and pcefonn adequately, al) candidates from Membcr Stoles
must have a very good knowledge of at least two Community languages, of
whith one should be one of th working languages of the Commission
(English, French or German).

Candidaluy from Third countrics and from Intermationsl Qryunisatons reed 10
have very gaod knowledge of at feast one working language of the European
Commission (English, French or German). :

2.3.  Prior employmens’

In order that 23 meny prople as pussible have the opportunity of in-servive Uining
wilh the European Commission, applications will not be accepled from candidates
who have ulready bencfited from uny kind of contract or cmpluyinent within an
Europear. Institution or body.

3. The applicstion process

3.1, Subnmissian '

Applications shuuld be made through Permanent Represcnistiuns in accardancc
with the procedwe und means cslablished by the responsible suivice of the
Directarate-General for Personnet and Administration (DG ADMIN) of the
Commission,

12 Selection procedurs

The zervice, ofter consulting the deparimends und examining the curvcat conditions,
determines the number of siructural trainees {0 be atiached to Directorates-General

and Scrvices for each period.
3.3 Strucrural Traingeships in Commissioncrs' C ‘abinets

Traineeships in Commissioners’ Cahincts will be maraged by DG ADMIN. Datcs,
durstion, end procedures will be decided according o the Cabincts rwu_irunems.
Cabinets will accommodate swructural srainees within the available oflice space

aliributed to each Cabinet,




4. Rights and dutles of Sreinces

J.1. The Duration af Trainecship

Training periods last 81 least three and al most five manths. The duration of training
petiods is cstablished from the outsel. and cannot be modified. They are organised
twice on a yearly basis. Training perivds stan on either the 1® or the L6ih of the
month. Training periods may not be repeated or extended beyond the maximum
Jength 1aid down in these rules.

4.2, The Traineeshlp irself

Throughout the period of their trainecship, structural trzinees are placcd wnder the
responsibility of a supervisor. The supervisor should nolify the competcnt scrvice
of any significant events occurring during the traineeship (in pasticulay sbsences,
sicknesses, accidcnts, or interruption of the traineeship) which have vome to hissher
altention or of which the trainee has informed him/her.

Trainees shall be required to comply with the instructions given by (heir
supervisors and by the superiury of the DG or Service 10 which they are sssigaed
and with the insuructions issued by DG ADMIN. They must also compiy with the
internal rutes governing the functioning of thwe European Commission, i panicuiar
the rules cuncerning socurity and confidendiality.

Trainees are entiticd 1o grend meetings unless these meetings are resuicted or
confidentinl, seceive documentation and participate in the work of the depariment
to which they are altached. '

¢).  huerruption’ferminatlon

On the written request of the lrainee, or of the employer, DG ADMIN muy
authorise an interruption’ of iraining for & wery limiwed pesiod or the carly
termination of the (raineeship. In the cass of intcrruption, the traines may rewm (o
complete the unfinished past of the training, but only up to the cod uf the same
training period. No extension is pussible.

4.4, Future Employment

Admlssion to a structural troineeship shell not confer on teainces the status of
officisls pr that of other svivanta of the Europann Commission, nor does it entail
any right or priotity with regard (0 an appointmant i the services of the Eurnpean
Commission.

should a structural trainee bocome a sceonded national expert (SNE) within six

years from the end of the uainceship, the period of wainceship will be deducted
from the total possible duration ol the secondment.




5. Work hours — Abscnces

5.1 Work hours

Vrainees should keep the same hours of woik and have Ihe same official public
holidays, if they fell during their traineeship, us Commission officisis.

Trainees arc entitled 1o 2 day vackiion pce month. The training coordinators of he
Directorste General or Services should keep a record of all 1tainees’ absences and
report them to DG ADMIN. :

5.2 Ahsences in case of sickness

in case of slckness, uainces must notify their supervisor immediately; und if absem
mare than two diys they must product o saedical certificate, indicatng the probable
length of absence, which must be forwardsd lo DG ADMIN.

&, Confdentislity

6.l Gencrul

Suucturel lrainces must exercise the greatest discretion regarding facts and
information that come ta their gnowledge dusing the course of their training. They
must nol, in guy manncr whatsoeves, disclose 1o any unanthoriscd person any
document or infurmation not alrcady madc public. They wil) coatinue lo be bound
by 1his obligation afles the end of their training. The Commission feserves its bogal
Aght lo terminate the fraincuship and 10 pursuC uny person who does not espect
this obligation. .

Tsainees must nol huve any professione connectians with third panies which might
be incompatible wilh their trainceship. 1f & conflict of interest should arise during
their assignment, irainecs shouid immedintely repont this to their supervisury, and ¢
DG ADMIN in writing. '

6.2 Consact with the Press

Trainees must respect the same rules for contacis with the Press as Commigsion
aaff and follow the instructions provided. The Commission reterves lhe right o
tcrminate the wuinceship and 1o pursue any person who does nat respect this
obligation. '

8.3 Publicatinng

Truinces must not, cither alone or with other, publish or cause 10 be published any
inarer dealing with the work af the European Comnssion without the permiasion
of NG ADMIN. Such permission is subject 1o the conditions in fusce for
Commission saff. All rights. in uny writings or othes work done for the
Commission, are the proparty of the Commission.

o o




7. Finageial Matiers

7. Salary

Siructura) trainecs shauld continue to be employed by their employer. They are
accepled in the Commission seevices on a completely “cost-frec™ busis.

No grants, fces, travel reimbucsements, and other expenses whatsoever, should be
requested from the Commission.

Jasurunce

8.1 Social securlty

Before the period of troineeship begins, the trainee's employer shall certity 10 the
Commission that the. trainee will remain subject twoughout the period of the
wainesship 10 the social security legislation applicahle tn that civil service and will
assumne responsibility for expenscs incurred ebroad.

8.2 Acuidenls Insurance

Structural trainees, must be insured ugainst the risk of accident, death ond invalidity.

9, Missions

Syructusal Irainees can be szl on missions. The rclated costs wall be charged 1o
missions financial appropristions of the Scrvice where they perform their ectivities.

10. Regurts and Certificates

10.1. End of tralning reporis

Structural trainzes who have completed the required training period should complete
e evaluation reports requesied by DG ADMIN at the ead of their gainecship. The
supervisar must also comptete the relovent evaluation report.

10.2.  Certificates

Tn the light of these reports, strucl urol trainces who have completed the vainesship
period arc entitled to reccive, at the end of the Woining period, a cenificalc
specifying the dazes ol the training pesiod and the dcpariment in which they were

employed.

Working document of DG ADMIN esishlished to manage Structural trainees in the
Commission services in compliance with the Jegal framework indicated under

Chaupter ).1. of the present Guidelines.
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