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Vacancy Notice to EU Agencies staff
for establishing a reserve list

HR Assistant - HR Process & Systems Lead

m HR Assistant — HR Process & Systems Lead
EPPO/2022/INTER/FGIII/002

Contract staff, full-time

Luxembourg, LUXEMBOURG

Closing date: 04-August 2022-at23:59(cEH’
05 September 2022 at 23:59 (CET)

The European Public Prosecutor’s Office (EPPO), the independent public prosecution office of
the European Union, is seeking applications for the position of HR Assistant — HR Process &
Systems Lead.

The EPPO is a new and fast-growing EU body responsible for investigating, prosecuting and
bringing to judgment crimes against the financial interests of the EU. If you are interested in
being part of a dynamic multicultural organisation, check out our website where you will find
more information about career opportunities at the EPPO, and living and working in
Luxembourg.

1. THE ROLE

As a member of the Human Resources unit, you will contribute to the development and
execution of an HR vision and strategy that will enable the EPPO to build and grow a talented,
engaged and diverse workforce aligned to its organisational needs.

Under the strategic guidance of EPPO’s Administrative Director, the Human Resources (HR)
unit is developing and providing an expanding portfolio of comprehensive Human
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Resources services that the European Public Prosecutor’s Office is leveraging to deliver its
mission and objectives. As such, the HR unit is a strategic business partner to the rest of
the EPPO central and local (decentralised) components.

Through the ongoing build-up and upcoming development phases, the EPPO HR unit
offers an innovative, challenging and rewarding working environment to talented
professionals looking to grow in an HR generalist career with a purpose, i.e. contributing
to build a brand-new component of the European Union’s Justice Framework.

2. YOUR TASKS AND RESPONSIBILITIES

Reporting to the Head of Human Resources, you will work as an HR specialist with the
perspective to further develop in one or more HR areas alongside the evolution of the
organisation and its business needs.

Your tasks will possibly include (but not be limited to):

e Managing and implementing both day-to-day operational and longer-term
strategic activities relating to the maintenance, administration and continuous
improvement of HR processes and systems;

e Supporting HR operational excellence activities, leveraging opportunities offered
by HR systems and improved processes. Support HR process transformation,
developing processes which enable the implementation of modern and efficient
solutions, optimizing internal customer experience and process performance, while
enabling the adequate level of risk management at the same time;

e Initiating and leading systems improvement and quality control. This includes
project planning, scoping and design of a comprehensive future human capital
management solution, applying robust change management methodologies;

e Leading the delivery of high-quality reporting and analysis of all HR matters,
identify and implement enhanced reporting and measurement solutions, adopt a
data & analytics approach that supports evidence-based decisions and data-driven
human resources management;

e Managing the delivery and administration of HR management systems across the
full range of HR activities including workforce and position management,
recruitment, onboarding, learning, development, performance management,
talent management, as well as other workforce lifecycle events;

e Be the system administrator for the current and future HR systems and be
responsible for data management, workforce profile management, workflows,
systems administration, workforce reporting and analytics;

e Ensuring compliance of HR processes and systems with the EU regulatory
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framework (e.g.: EU Staff Regulations, relevant Implementing Rules, etc). Get up-to-
speed with current and future EU Administration HR systems environment. Follow
up global systems transformation programme milestones and anticipate impact on
the EPPO, keeping internal stakeholders informed;

e Working closely with HR Business Partners, Recruitment, HR Operations, Learning &
Development and Information Services.

3. BASIC ELIGIBILITY REQUIREMENTS

To be considered eligible, you must satisfy each of the following basic eligibility
requirements by the application’s closing date:

For FGIII

e You are contract staff 3(a) or 3(b), on the closing date for applications and on the day
of filling the post, are engaged within the current agency or institution in the function
group lll;

¢ You have served for at least three years as contract staff within the current agency or
institution;
¢ You have the qualifications, skills and experience required;
For FGII

e You have passed at EPPO a general selection procedure of FGlII;

e You have served as contract staff 3(a) at the current agency or institution without
interruption between contracts for more than two years;

e You have been reclassified in the next grade in the same function group in accordance
with Article 87 (3) of the CEOS;

e You have a level of education which corresponds to a level of post-secondary
education attested by a diploma OR a level of secondary education attested by a
diploma giving access to post-secondary education and, after the award of the
diploma, have acquired at least 3 (three) years of appropriate professional experience

You must also:

¢ be a national of one of the Member States of the Union and enjoy full rights as a citizen;
¢ have fulfilled any obligations imposed by the laws concerning military service;

e produce the appropriate character references as to the suitability for the performance
of your duties?;

2 If successful, you will be asked to provide, prior to recruitment, a formal certificate confirming the absence of any criminal
record from pertinent authorities.
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be physically fit to perform your duties®; and

produce evidence of a thorough knowledge of one of the official languages of the EU
and of a satisfactory knowledge of another official language of the EU, to the extent
necessary for the performance of your duties.

4. SELECTION CRITERIA

The following experience and competencies will be assessed throughout the
different phases of the selection procedure.

Please note: You must provide specific examples of how you meet both the essential and
advantageous requirements in the application form.

Essential:

a)

Proven experience of at least five years in HR systems administration,
maintenance and improvement, both from an operational and strategic point
of view;

Experience in project and change management;

Proven experience in HR operational excellence activities, initiating and leading
HR process transformations.

Advantageous:

a)

b)

Desirable knowledge and experience in HR systems, eg. SAP SuccessFactors,
ServiceNow (or Sysper -legacy EU Administration HR system-);
Lean Six Sigma, Agile or other relevant training/certifications.

Interpersonal skills:

a)

Ability to work both in a team and independently, providing support with high
standards of (internal) customer mind-set;

Excellent organisational skills: capacity to work on several projects
simultaneously, strong ability to organise and prioritise, focusing on results;
Ability to work under pressure to meet the targets by responding to changes in
a rapidly evolving work/project environment;

Good analytical and problem-solving skills and ability to think creatively;
Excellent communication skills in English, both orally and in writing.

3 Prior to recruitment, the successful candidate will be examined by one of the Institutions’ medical centres to confirm that
the requirements of Article 82 (3) (d) of the Conditions of Employment of Other Servants of the EU are met.
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In addition, excellent command of the MS Office Applications is considered essential, and may
be tested during the interviews.

5. YOUR SALARY AND BENEFITS

Successful candidate(s) may be offered a contract of the type 3(a) in accordance with the
Conditions of Employment of Other Servants of the European Union (CEOS) which ensures
continuation of the candidate’s employment and career. The contract shall be concluded
without interruption of the contract concluded with the agency or institution of origin within
the same grade, seniority and step as the preceding contract.
For the engagement of contract staff 3(b) from a Union agency or Institution, the Authority
Authorised to Conclude Contracts of employment (' Administrative Director’) shall conclude a
3(a) contract and apply Article 2 of Annex Ill of the decision No 086/2021 of the College of the
European Public Prosecutor’s Office of 8 September 2021.
Where a contract staff is engaged in the next function group, the Authority Authorised to
Conclude Contracts of employment ('Administrative Director’) shall conclude a new contract
of contract staff 3(a) and shall apply the provisions of Article 3(2), (3) and 4(a) of Annex Il of the
Decision No 086/2021 of the College of the European Public Prosecutor’s Office of 8 September
2021.
In addition to the basic salary, the following benefits might apply:

¢ Additional specific allowances (e.g. expatriation, household, dependent child,

installation), depending on the individual’s family situation and the place of origin;

o Flexible work arrangements (such as flexible working hours, teleworking);

¢ Training and development opportunities;

¢ Annual leave entitlement of at least 24 days;

e Maternity/paternity leave and parental leave under certain conditions;

e Sickness and Unemployment Insurance Scheme enabling access to care worldwide;

e EU Civil Service Pension rights after 10 years of service;

e Opportunities for management career development in the EU Public Service.



HR ASSISTANT — HR PROCESS & SYSTEMS LEAD, INTER-AGENCY
EUROPEAN REF: EPPO/2022/INTER/FGIII/002
PUBLIC
PROSECUTOR'S
OFFICE

6. HOW TO APPLY

Download and fill in the EPPO Application form - it can be found on our website:
https://www.eppo.europa.eu/how-to-apply

Save your completed form as follows:
SURNAME_Name_Reference number

Send the completed EPPO Application form, in PDF format, to our Selection and
Recruitment team eu-eppo-recruitment-s@ec.europa.ecu by 05 September 2022 at
23:59 (CET).

In the email subject line, please mention the reference of this vacancy, followed
by your surname (Subject: Reference number_SURNAME)

Please note that the reserve list will be valid until 31/12/2023, and might be extended.


https://www.eppo.europa.eu/how-to-apply
mailto:eu-eppo-recruitment-s@ec.europa.eu
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Annex to the Vacancy Notice

1. Application procedure

Please refer to the job description under “Your tasks and responsibilities” for detailed
application instructions.

Eligibility: Candidates are required to carefully check, in advance of submitting an
application, whether they meet all the eligibility criteria — particularly concerning
the professional experience, as well as the qualifications, skills and experience
required.

Security clearance: The candidate must either be a holder of a valid security
clearance of the level of “SECRET UE/EU SECRET” or be willing to undergo the
national security vetting procedure (in order to be allowed to perform the job).

Language: All applications must be in English.

Application form: Applications not sent using the EPPO application form will be
disqualified and treated as non-eligible, as will incomplete and/or not readable
applications and not sent in PDF format.

Professional experience: Part-time work experience will be counted in proportion
to the percentage of full-time hours worked; therefore, candidates are requested to
indicate the percentage of part-time employment.

Supporting documents: e.g. certified copies of degrees/diplomas, references,
proof of experience, etc. should not be sent at this stage, but must be submitted at
a later stage of the procedure upon request of the EPPO.

Application deadline: The EPPO will disregard any application sent after the
deadline. Applicants are strongly advised not to wait until the last day to submit
their applications, since heavy internet traffic or a fault with the internet connection
could lead to difficulties in submission. The EPPO cannot be held responsible for any
delay due to such difficulties.

Please note: Due to the high number of applications received in each selection procedure,
only candidates shortlisted for interview will be contacted. All candidates will be informed
when a procedure is closed.

2. Selection procedure

1.

Assessment of application: The applications are assessed by a Selection Board
against the eligibility requirements and the selection criteria.
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2. Job interviews and written tests: The most suitable candidates are invited for an
interview with the Selection Board and for a written test. They may be invited to an
assessment centre, as well, if applicable.

3. Reserve list:

The Selection Board proposes, to the Administrative Director, a list of adequately
skilled candidates to be included on a reserve list (talent pool).

Candidates placed on the reserve list may be considered for a position within either the
EPPO or, after eventual agreement by the EPPO, one of the EU Agencies.

4. Second job interview: The Administrative Director may then carry out an
additional interview of candidates selected from the reserve list to as to who should
be offered the position.

In accordance with Articles 11 and 11a of the Staff Regulations (SR) and Article 81 of the
Conditions of Employment of Other Servants of the European Union (CEOS), the appointed
candidate is required to make a declaration of interests before the recruitment.

The EPPO Appointing Authority will examine whether the successful candidate has any
personal interest which may impair their independence or any other conflict of interest in
relation to the position offered, and will adopt appropriate measures accordingly.

All applications are treated fairly. Applicants will be assessed on the basis of their qualifications
and in strict compliance with the principle of equal opportunities in order to make the best
possible match between the profile of the candidate and the requirements of the job.

Under no circumstances should candidates contact the Selection Board, directly or indirectly,
concerning this selection procedure. The Appointing Authority reserves the right to disqualify
any candidate who would disregard this instruction.

3. Equal opportunities

The EPPO applies a policy of equal opportunities and accepts applications without
discrimination on any grounds such as sex, race, colour, ethnic or social origin, genetic features,
language, religion or belief, political or any other opinion, membership of a national minority,
property, birth, disability, age or sexual orientation.

4. Privacy Notice
The EPPO processes the personal data submitted by the applicants as part of the application

form, in any submitted supporting document at any stage in the selection and recruitment
process, and communication related thereto. The purpose of this processing operation is to
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assess the suitability of candidates for a position at the EPPO and to administer the
documentation related to the selection and/or recruitment. This includes also the processing
of the submitted data for related administrative aspects, such as e.g. financial reimbursements,
calculation of entitlements, etc.

During this processing, the personal data will be made available to selected staff working in
Human Resources, Finance & Procurement, and in case of appeals or complaints, the Legal
Service. Further, it will be made accessible to the members of the Selection Board, the
Appointing Authority and respective supporting staff. Lastly, it may also be shared with other
parties in the context and purpose of audits, inspections and internal investigations, be they
internal or by supervisory authorities.

The personal data collected for this purpose will be stored for no longer than three (3) years
following the financial discharge for the year in which the recruitment was finalised, in order to
comply with audit obligations, unless ongoing legal proceedings, investigations or audits
require their continued storage. Where the process led to employment of a candidate, some of
the documentation and personal data contained therein will be carried over into the personnel
file and subject to the regime applicable thereto.

The processing is necessary to select and recruit candidates suitable to cover the vacancies of
the EPPO and to therefore enable it to perform its tasks. The legal basis being implemented
and binding on the EPPO’s selection and recruitment process are the Staff Regulations of
Officials and the Conditions of Employment of Other Servants of the European Union and their
implementing rules. The applicable legal framework for data protection purposes for this
processing of administrative personal data is Regulation (EU) 2018/1725 of the European
Parliament and of the Council of 23 October 2018 (OJ L 295 of 21.11.2018) .

The applicant has the right at any time to request access to, rectification, restriction or erasure
of their personal data. To exercise these rights, request assistance in their exercise or questions
thereto, or file a complaint, they may contact the data controller, or the Data Protection Officer
of the EPPO. They also have the right to address themselves to the European Data Protection
Supervisor to lodge a complaint.

The controller is the EPPO, and for this process coordinated by the Head of Human Resources,
can be contacted by email at eu-eppo-recruitment-s@ec.europa.eu.

The Data Protection Officer can be reached at EPPO-DPO@eppo.europa.eu.

The European Data Protection Supervisor can be contacted at edps@edps.europa.eu.

5. Appeals
Candidates, who consider that their interests have been prejudiced by any decision related to
the selection procedure, may lodge an administrative complaint under Article 90(2) of the Staff

Regulations of Officials of the European Union within the time limit provided for, at the
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following address:

European Public Prosecutor’s Office (EPPO)

For the attention of the Administrative Director, Mr Olivier RAMSAYER
HR Assistant — HR Process & Systems Lead - EPPO/2022/INTER/FGlIII/002
11, Avenue John F. Kennedy

1855 Luxembourg

Luxembourg

The complaint must be lodged within three (3) months. The time limit for initiating this type of

procedure starts to run from the time the candidate is notified of the act adversely affecting
them.
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