
Position Name:  
Head of Mission Support  

Employment Regime: 
Seconded/Contracted  

Post Category for Contracted:  
Expert  

 Ref. number:  
NI 80  

Location: 
Niamey  

Availability:  
23 Sep 2022  

Component/Department/Unit: 
Mission Support Department  

Security Clearance 
Level:  
EU  CONFIDENTIAL  

Open to Contributing Third States: 
No  

  
1. Reporting Line:  
The Head of Mission Support (HoMS) reports to the Head of Mission (HoM).   

  
2. Main Tasks and Responsibilities:  
 To assist and advise the Head of Mission on all administrative and general support issues; 
 To lead, manage and coordinate the Mission Support Function in all areas of activity; 

 To ensure all Mission Support functions and operational sections work in a coordinated and cohesive 
manner to support the Mission mandate, Implementation Plan and tasks as directed by Head of 
Mission; 

 To be responsible for the implementation of the budget in accordance with the financial regulations 
related to the EU General Budget and rules and the Mission internal guidelines; 

 To be responsible for the effective financial control of designated funds allocated to the Mission and 
all necessary internal and external administrative functions, including data management and the 
provision of supporting documentation related to expenditure; 

 To monitor financial and administrative operations of the Mission and prepare reports, figures, 
statistics, inventories and analysis of current and future requirements; 

 To coordinate strategic Mission Support matters with internal and external relevant EU counterparts; 

 To coordinate the Mission Management Information System function; 
 To follow internal and external developments related to the Mission goals and brief the Head of 

Mission on administrative implications; 
 To be responsible for the efficient monitoring and review of legal contracts related to acquisition and 

maintenance/service contracts and insurance issues; 

 To identify, manage and report the risks arising from the implementation of specific processes, 
systems and projects; 

 To propose operational and management decisions that have the objective to increase the efficiency 
of the Mission;  

 To limit financial risk by evaluating the banking and national financial infrastructure, the 
physical/electronic security of funds and internal control; 

 To support and lead streamlining processes of Mission Support procedures in line with Common 
Security Defence Policy including implementation of common systems. 

 To liaise with Civilian Planning and Conduct Capability and Foreign Policy Instrument; 

 To implement gender-responsive leadership and ensure gender and human rights mainstreaming 
internally and externally in mandate implementation; 

 To uphold a strict zero tolerance policy to misconduct, including all forms of harassment, sexual 
harassment, discrimination and abuse, and proactively ensure an equal and inclusive work 
environment for all staff; 

 To raise awareness of staff on their rights, obligations and appropriate standards of behaviour, 
including existing formal and informal complaint and support mechanisms.  



 
3. General Tasks and Responsibilities: 
 To identify and report on lessons learned and best practices within the respective area of 

responsibility; 
 To contribute and ensure timely reporting on activities within the area of responsibility; 
 To take account of gender equality and human rights aspects in the execution of tasks; 

 To undertake any other related tasks as requested by the Line Manager(s). 
   

4. Essential Qualifications and Experience:  
 Successful completion of university studies of at least 4 years attested by a diploma OR a 

qualification in the National Qualifications Framework which is equivalent to level 7 in the European 
Qualifications Framework OR a qualification of the second cycle under the framework of 
qualifications of the European Higher Education Area, e.g. Master's Degree OR equivalent and 
attested police or/and military education or training or an award of an equivalent rank; AND  

 A minimum of 10 years of relevant professional experience, after having fulfilled the education 
requirements, out of which a minimum of 5 years of experience at coordination/management level. 

 
5. Essential Knowledge, Skills and Abilities:  
 French language skills level: minimum B1 (Independent User); 

 English language skills level: minimum B1 (Independent User);  
 Analytical, research and problem-solving skills;  

 Ability to work in a demanding, deadline-driven environment;  
 Ability to establish/review priorities, to plan and to exercise control;  
 Ability to mentor and motivate staff;  
 Leadership skills to lead teams and develop solutions.  
 

6. Desirable Qualifications and Experience:  
 Experience in leading Administration, HR, Procurement, Financial Management and/or General 

Support Services activities; 
 Experience in planning complex projects and reporting;  

 Experience in working in a political environment.  
 International experience, particularly in crisis areas with multi-national and international 

organisations.  
  

7. Desirable Knowledge, Skills and Abilities: 

 Knowledge of EU financial management and EU procurement rules; 
 Highly resilient under mental pressure and willingness to work extra hours when required. 

 
 

 


