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» FORGET AST/154/22

* Fear of a bad CV - Not enough

experience (even having enough years)

* Too many candidates — alllfequally lost

* Too complicated

* Procrastination



‘ How many places are there? |

Competition EPSO/AST/156/24 —

Reserve list

Assistants (AST 3)

Field 1 Financial management 406
Field 2 Accounting and treasury 184
Field 3 Public procurement 274

Inclusion on a reserve list does not confer any right to or puarantee of recruitment.

The reserve list gives you a right to be candidate, not a position

We don’t know how long the list will last or how many will be recruited

YES! We use a lot of screenshots from the notice as all the relevant info is there



Languages ]

Competition phase

Language

Application

Any of the 24 official EU languages

Testing

Reasoning tests

Language |

Field-related MCQ fest

Language 2

EUFTE

Language 2

EUFTE - Free-text Essay on EU matters




Tests and languages J

FIELD 1 .-Financial management & FIELD 2.- Accounting and treasury

Tests Language No of questions Duration Scoring Pass scores
Numerical reasoning  |Language 1 10 questions 20 minutes 0to 10 6/10
Verbal reasoning 20 questions 35 minutes 0 to 20 Combined score for

. ) ) verbal and abstract
Abstract reasoning 10 questions 10 minutes 0 to 10

reasoning tests: 15/30

A candidate needs to reach both
(1) a pass score of 6/10 in the numerical reasoning test and

(11) a combined pass score of 15/30 in the verbal and abstract reasoning tests.

(c) Reasoning tests for field 3

FIELD 3 .-Public procurement

Tests Language No of questions Duration Scoring Pass scores
Verbal reasoning Language 1 20 35 minutes 0 to 20 10/20
Numerical reasoning 10 20 minutes 0 to 10 Combined score for

numerical and abstract

Abstract reasoning 10 10 minutes 0 to 10 reasoning tests: 10/20




1IVIW

(d) Field-related MCQ test — all fields

The field-related MCQ test will be specific to the field chosen by the candidate. It will be organised as follows:

Test Language No of questions Duration Scoring Pass score
Field-related MCQ test Language 2 30 l to 30

A candidate needs to
(1) reach a pass score of 15/30 and
(11) be amongst the candidates who score the highest.

Candidates who reach the pass score will be ranked in the descending order of the scores obtained, per field. This ranking will
be used (1) to determine the candidates who will have their EUFTE script scored and their eligibility checked (see Section 4.3.3) and
(11) for the purpose of establishing the reserve lists according to the procedure defined in Section 4.3 .4.

Should a candidate not be amongst the candidates who scored the highest as defined in Section 4.3.3(a), their participation in the
competition will be considered to have come to an end. Such candidates will not have their EUFTE scripts processed and will not
have their eligibility checked.

MCQ test : Higher score the better
EUFTE: pass (above 5) //not pass (below 5)



Let’s talk about ELEGIBILITY




COUNTRY

AST-5C 1 to AST-SC &
AST 1 to AST 7

AST 3w AST 11

Secondary education (giving acoess to post-
secondary education)

Post-secondary education (non-
university higher education course or
short university course lasting at least 2
Vears)

Belgique — Belgié
— Belgien

Certificat de I'enseignement secondaire
superieur (CESS)/Diploma secundair
onderwijs

Diplome d'aptitude a accéder a
l'enseignement supérieur
(DAES)|Getuigschrift van hoger secundair
onderwijs

Diplome d’enseignement professionnel]
Getuigschrift van het beroepssecundair
onderwijs

Candidature/Kandidaat
Graduat/Gegradueerde
Bachelor/Professioneel gerichte
Bachelor

EM\aba

Amolvmpo levikow Avkeiow Anohumpio
Khamkol Avkriou

Arohummo Tepakol Erayyekporicon
Auvkgiou

Amokvmpo Evaiov Moludabucon Avkeiou
Arokumpo Bnalou Avkeiou

Arnokvmpo Teyvohoyikot Enayyekparicou
Exnaibevrmpiou

Aihspa EnayyE\pRaTIKG KATApTIoNG

(IEK)

Esparia

Bachillerato + Curso de Orientacion
Universitaria (COLU)

Bachillerato

BUP

Diploma de Técnico especialista

FP grado superior (Técnico superior)

[talia

Diploma di maturita (vecchio
ordinamento)

Perito ragioniere

Diploma di superamento dell'esame di
Stato conclusivo dei corsi di studio di
istruzione secondaria superiore

Diploma universitario (DU)
Certificato di specializzazione
tecnica Superiore

Attestato di competenza (4 semestri)

In ANNEX Il are listed all the
education levels in the EU
that give you access (here

few examples)

57 4
Y 4

T
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UK diplomas awarded in 2020 (until
31 December 2020) are accepted without an
equivalence. UK diplomas awarded as from
1 January 2021 must be accompanied by an
equivalence issued by a competent authority
of an EU Member State.


https://linktr.ee/yasemoseuropeos

Am | elegible? FIELD 1 - Financial management

3.3.1. Field 1 — financial management

(a) To be eligible for field 1, a candidate must meet the requirements listed in one of the following points:

(1) Have a level of post-secondary education of at least two years, attested by a diploma in economics, public administration,
business administration, accountancy, finance/financial management, or law, and have at least three years of relevant
professional experience.

By derogation from point 2.2(1)(a) of the General rules (Annex I), the professional experience referred to in this point
o _ acquired after having fulfilled the education requirement referred to in point 3.3.1(a)(11).
provided that experience meets other criteria listed in point 2.2 of the General rules.

(i1) Have a level of secondary education attested by a diploma giving access to post-secondary education, followed by at least
six years of relevant professional experience.

(b) Professional experience referred to in points 3.3.1(a)(1) and (11) above will be considered relevant if it was acquired in one or
more of the following areas:

(1) Preparation, execution, and monitoring of annual budgets;

2.2. Professional experience

(1) To be taken into account, professional experience must meet the following general conditions:

(a) it must be acquired after obtaining the required minimum educational qualification indicated in the notice of competition:
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(vi) Development and implementation of accounting and IT financial systems including reporting tools and database
management.




Am | elegible? FIELD 1 - Financial management ]

AST3 you need 3 to 6 years of relevant experience

post-secondary education of at least two years,
O t- 1 attested by a diploma in economics, public 3 Vea Ir's Of rEIeva nt
p ion administration, business administration, accountancy, .
finance/financial management, or law experlence

level of secondary education attested by a diploma 6 years of relevant

[ ]
O pth n 2 giving access to post-secondary education .
experience
(b) Professional experience referred to in points 3.3.1(a)(1) and (ii) above will be considered relevant if it was acquired in one or more of the following areas:
(i) Preparation, execution, and monitoring of annual budgets;
(i) Setting up financial dossiers, checking financial documentation and/or drawing up financial reports/statistics;
(ii1) Financial monitoring of procurement contracts and/or grant agreements and/or financial monitoring of administrative expenditure and/or financial entitlements for elected/appointed members of public
institutions;
(iv) Preparation (1nitiation) of budgetary and financial transactions;
(v) Independent verification of budgetary and financial transactions before (ex ante) and after (ex post) execution;
(vi) Development and implementation of accounting and IT financial systems including reporting tools and database management.

If you have a university degree then you have secondary education. Upload both (if you
want) although the requirement is only secondary or post secondary



Am | elegible? Field 2 -Accounting and treasury

3.3.2. Field 2 — accounting and treasury

(a) To be eligible for field 2. a candidate must meet the requirements listed in one of the following points:

(1) Have a level of post-secondary education of at least two years, attested by a diploma in accountancy or finance/financial
managemept ang & at least three years of relevant professional experience.

By derogation from point 2.2(1)(a) of the General rules (Annex I), the professional experience referred to in this point
may be taken into account if it is acquired after having fulfilled the education requirement referred to in point 3.3.2(a)(i1),
provided that experience meets other criteria listed in point 2.2 of the General rules.

(11) Have a level of secondary education attested by a diploma giving access to post-secondary education, followed by at least
six years of relevant professional experience.

(b) Professional experience referred to in points 3.3.2(a)(1) and (i1) above will be considered relevant if it was acquired in one or
more of the following areas:

2.2. Professional experience

(1) To be taken into account, professional experience must meet the following general conditions:

(a) it must be acquired after obtaining the required minimum educational qualification indicated in the notice of competition;

(vi) Treasury management;

(vil) Preparing the financial statements, contributing to the annual closing and producing wvarious financial and inventory
management reports;

(viii)Statutory audit.



Am | elegible? Field 2 -Accounting and treasury J

AST3 you need 3 to 6 years of relevant experience

post-secondary education of at least two years, 3 years Of rel evant
Option 1 attested by a by a diploma in accountancy or

finance/financial management expe rience

0pti0n 2 level of secondary education attested by a diploma 6 years O".'. relevant
experience

{b) Professional experience referred to in points 3.3.2{a)(i} and (ii} above will be considered relevant if it was acquired in
one or more of the following areas:

giving access to post-secondary education

(i) Introducing, verifying and/or validating invoices and credit notes:

(11} Executing and monitoring payments and offsetting with credit notes;

(iii) Executing recovery of amounts receivable and making related accoun ting entries:

(iv) Management of assets, depreciation, and inventories;

(v) VAT recow reries;

(wi) Treasury management:

(i) Preparing the financial statermnents, contributing to the annual closing and producing various financial and
inventory mana gement repores:

[wiii) Staturory audit.

If you have a university degree, then you have secondary education. Upload both (if you
want) although the requirement is only secondary or post secondary



Am | elegible? Field 3 -Public procurement

3.3.3. Field 3 — public procurement

(a) To be eligible for field 3. a candidate must meet the requirements listed in one of the following points:

(1) Have a level of post-secondary education of at least two years, attested by a diploma in economics, public administration,
business administration, accountancy, finance/financial management, or law, and have at least three years of relevant
professional experience.

By derogation from point 2.2(1)(a) of the General rules (Annex I). the professional experience referred to in this point
0 account if it is acquired after having fulfilled the education requirement referred to in point 3.3.3(a)(11),

pr r.:mdecl that experience meets other criteria listed in point 2.2 of the General rules.

(i1) Have a level of secondary education attested by a diploma giving access to post-secondary education, followed by at least
six years of relevant professional experience.

(b) Professional experience referred to in points 3.3.3(a)(1) and (i1) above will be considered relevant if it was acquired in one or
more of the following areas:

2.2. Professional experience

(1) To be taken into account, professional experience must meet the following general conditions:

(a) 1t must be acquired after obtaining the required minimum educational qualification indicated in the notice of competition:
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(vi) Designing, developing, and maintaining e-Procurement systems.




Am | elegible? Field 3 -Public procurement ]

AST3 you need 3 to 6 years of relevant experience

post-secondary education of at least two years,

Option 1 attested by a diploma in economics, public 3 years Of rE|eva nt

administration, business administration, accountancy, .
finance/financial management, or law expe rience
Option ) level of secondary education attested by a diploma 6 years of relevant
giving access to post-secondary education .
experience
(b) Professional experience referred to in points 3.3.3(a)(1) and (1) above will be considered relevant if it was acquired in one or more of the following areas:
(1) Planning and programming of public procurement (and/or grant) procedures:
(11) Preparing or updating public procurement (and/or grant) document templates:
(111) Initiating and/or reviewing public procurement (and/or grant) documents:
(1v) Organising and running public procurement (and/or grant) procedures:
(v) Legal and financial monitoring of contracts and/or grant agreements:
(vi) Designing, developing, and maintaining e-Procurement systems.

If you have a university degree then you have secondary education. Upload both (if you
want) although the requirement is only secondary or post secondary



Rules to count experiencie

2.2, Professional experience

(1) To be taken into account, professional experience must meet the following general conditions:

(a)

(b)

(c)
(d)
(e)

it must be acquired after obtaining the required minimum educational qualification indicated in the notice of
competition;

it must constitute genuine and effective work;
it has to be remunerated;
it must involve a professional relationship, i.e. being part of an organisational structure or supplying a service;

it must comply with the relevance criteria defined in the notice of competition. If only a part of the tasks carried
out during a given period of professional experience can be considered relevant, the following rules will apply:

(i) if more than 75 % of tasks are relevant, the whole period of professional experience will be considered
relevant;

(i) if 50-75 % of tasks are relevant, the given period of professional experience will be counted at the rate of
75 %;

(iii)  if 25-50 % of tasks are relevant, the given period of professional experience will be counted at the rate of
50 %;

(iv)  if less than 25 % of tasks are relevant, the given period of professional experience will not be taken into
account.

YASEMOSEGthEOS.COM
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Registration Data | | My Profile | [ Motivation and Strengths | | Eligibility | | Overview | | Declaration

Registration data

Please save your application regularly. All new data will be lost if not saved regularly (60 minutes).

* Fields marked with an asterisk are compulsory

Candidatas can fill in their application form in any of the 24 official EU languages. However, EPS0 encourages candidates to complete it in English, which makes resorting to translation unnecessary. Having the applications available in English - the language spoken by all Selaction Board members - speeds up
eligibility checks. In practice, many candidates to international careers have their CVs already available in English. All this will facilitate the search for suitable candidates during the recruitment phase. For candidates whao prefer to use another language, an automatic translation tool is made available to help
convert their input into English. Registration is required to use this tool. Please check our FAQs for more details.

COMFETITION, FIELD
Competition EPS0MAD42/24- 2 - Adminlefratars In the flald of Macroeconomic statietics (2D 7)

Field:  Stalistics

idenlificafion number: *

l:l NIOTE: You Shoukd anter the number of your PSSP0, KJENtty 3T OF 0Eher valky OMICia) OCUMEN? DEarng your phoMDgraph Mat you Wil USe 10 DF0VE 0Ur KIENGTy Wien SHeD 1o 00 50 by EPSC.

CITIZENSHIF
Citizenship:  Spanish
PROOF OF IDENTITY Please make sure that your personal details are up-to-date and correspond to a legal document proving your identity (passport, national identity card, legal decision, etc). Should you wish to check that your parsonal details are correct, please save the information already inserted in your application, then click here.
Ty oflegal docurent.* [Sajag] v

LANGUAGE CHOLCE FOR TESTS

Language 1.

Language 2.

ADDITIONAL QUESTIONS

Support by Member Siaten

Additional quaations [Nate: The fallowing Information ks for statistical uza only

Arer you currently working for an EU Instilusan? *

[Select v|

IF e, iy wihaad

[Select w|

Mot of the pesitions offered in the EU Instilstions are based in Brussals or in Lusembourg, but would you be wiling to work alsa somewhene else? *

| aulharise EPS0 o disckse my finst and last name, e-mail address, and the reference of the compedtion | am applying far, to the nalional suthorities of the EU Member 3labeis) of which | am a dizen, so that hey can contact me o offer support

aiion in Lhis competitian., * n

HOW DID YOU LEARM ABOUT THIS COMPETITION?

Sounce: *

[Select v

SFECIAL NEEDS REQUIREMENTS n

Do you reed spescific adjusiments of the seleciion tests due @0 a disabiity ar 2 medical conditian?

ez O e ®




The application - Its language

Europa > EPSO > Applications

‘ Info ‘ ‘ Registration Data ‘ ‘ My Profile ‘ ‘ Motivation and Strengths ‘ ‘ Eligibility ‘ ‘ Overview ‘ ’ Declaration ‘

’ Education and Training | ‘ Professional Experience ‘ ‘ Language Skills ‘
Please save your application regularly. All new data will be lost if not saved regularly (60 minutes).

Candidates can fill in their application form in any of the 24 official EU languages. However, EPSO encourages candidates to complete it in English, which makes resorting to translation
unnecessary. Having the applications available in English - the language spoken by all Selection Board members - speeds up eligibility checks. In practice, many candidates to international
careers have their CVs already available in English. All this will facilitate the search for suitable candidates during the recruitment phase. For candidates who prefer to use another language,
an automatic translation tool is made available to help convert their input into English. Registration is required to use this tool. Please check our FAQs for more details.

* Fields marked with an asterisk are compulsory

Professional Experience

Entry 1 [ |

Better English. If you use the automatic tool,
it’s good but not perfect. Check it!



Please save your application regularly. All new data will be lost if not saved regularly (60 minutes).

* Fields marked with an asterisk are compulsory
Candidates can fill in their application form in any of the 24 official EU languages. Howewver, EPS0 enc I did I itin list
eligibility checks. In practice, many candidates to international careers have their CVs already available in Engli

I during the recrui phase. For candidates who prefer to use another language, an
convert their input into English. Registration is required to use this tool. Please check our FAQs for more details.

[errn———— | |

which makes rF_ﬂanrhng to translation unnecessary. Having the applications available in English - the language spoken Iry all Selection Board members - speeds up
h. Allﬂmls\mllﬁlulllzbeﬂlesearth for suitabl, '

translation tool is made ilable to help

How is yoar educalicn snd experience [
relevant to this pariicular profie? *

Content imiled to 2000 characters, remaining: 2000

mrerest o appey M

Why do you want to apply for this
parlicular career apporiunity?

You should also explain why this particuar
profile inlerests you. ¢

Content imited to 2000 characters, remaining: 2000

conrisuTon 7o eu

What specific contribution do you think you
could make to the work of the European
instituions and agencies?

In what role could you best coniribute?
What particular strengths: would you bring
o your wark? *

Content imiled to 2000 characters, remaining: 2000

saencras 0

Outline two of your main achievemnents.
Diescrise what they are, the process you
‘went through and their positive oulcomes
for you and for cthers, *

Content imited to 2000 characters, remaining: 2000

Back fo A

and Refurn to Account

T "R

Save this page ” Save this page and Next




Languages

' European Personnel
' Selection Office

(en) English ~ w

careers

Europa = EPS0 = Applications

E‘ | Registration Data || My Profile | | Motivation and Strengths || Eligibility || Overview | | Declaration |

Education and Training ‘ ‘ Professional Experience ‘ ‘ Language Skills ‘

Please save your application regularly. All new data will be lost if not saved regularly (60 minutes).

Lanquace Skils 0l
f \
)ﬂﬂuﬂﬂ’? Abllity to Listen * Abilty to Read * Ability to Speak * Ability to Write * 5

@ v |Proficient user (C1)  +| Proficient user (1) v Proficient user (C1) Proficient user (1] v

i L
Add New Enl {meax. 10 anfries)

Back fo Account | | Delete Registration | Save this page Save this page and Next




In the application wessinal e | \WOrk experience — Field 1 — Financial management J

ates:* from: | dd/mm/yyyy to: | dd/mm/yy \ " '
Yy yyyy doer (
i ) Pl enes o g 3.l ) o vl e consrd el ot s g m o or e of e i
Experience Month and Day count: CrpuEARES: e - ! ' ' Vo .
R | e | (- repvion.evotion and mondorng ol s,
e ctExperence” (Audl = ) Setingup ol o el oo o ovng up v o e

Additional details if "Other": ‘ eee ‘

Content limited to 100 characters, remaining: 97

() ol ontog of et ot andor st agesments oo ol montong of st expedie andor Sl st foe e oo mendesof bl
s,

Classification: * lSe[eCt L

Additional details if "Other": ‘

Content limited to 100 characters, remaining: 100

() repuvion oo of gy nd il st

Type of business or sector: *

1) cenavertionof bt and ol o e o e e o o) et

Content limited to 1500 characters, remaining: 1500

(1) Doyt andpemertionofweounting 2 I el s g i ol s gt

Name and Address of Employer: *

Content limited to 1500 characters, remaining: 1500

Occupation: *

Content limited to 1500 characters, remaining: 1500

Use the annex Il to describe the nature of the
) duties

Nature of Duties: *

Content limited to 1500 characters, remaining: 1500



This is annex Il — Field 1 — best
reference on key words to describe task

Field 1 — financial management
a) Duties common to all institutions

1. Assisting in preparing, executing, and monitoring the annual budget; and/or

2. Setting up financial dossiers and checking financial documentation in accordance with the applicable procedures and rules:
and/or

3.  Assisting with the financial monitoring of contracts, grant agreements, and service-level agreements; and/or

4. Initiation or ex ante verification of budgetary and financial transactions; and/or

5. Assisting in ex post verification to ensure sound financial management: and/or

6. Assisting in the development and implementation of accounting and IT financial systems including reporting tools and
database management; and/or

7. Assisting in the implementation of the action plans/recommendations resulting from internal audits, audits carried out by the
European Court of Auditors or by other audit instances: assisting in the implementation of financial recommendations by the
European Anti-Fraud Office or in the implementation of discharge resolutions of the budgetary authority; and/or

8.  Assisting and advising the operational units in the management of budgetary and financial operations; and/or
9.  Assisting in developing or carrying out training courses on financial matters; and/or

10. Assisting in drawing up financial reports/statistics.
b) Dauties specific to the European Parliament

1.  Assisting in checking and processing financial requests submitted by the Members of European Parliament (MEPs) or former
MEDPs, in accordance with the applicable rules: and/or

[ §=]

Assisting and advising MEPs on specific questions concerning their financial allowances.



Dates: *

Experience Month and Day count:

Type of Experience: *

Additional details if "Other":

Classification: *

Additional details if "Other":

Type of business or sector: *

Name and Address of Employer: *

Occupation: *

Nature of Duties: *

from: | dd/mm/yyyy | to:  dd/mm/yyyy
Computed Values: Months: 0 Days: O
Your Values: Months: I I Days: l ]
(Audit v
I eee ]

Content limited to 100 characters, remaining: 97

[Select v

Content limited to 100 characters, remaining: 100

Work experience — Field 2 -Accounting and treasury

N

Content limited to 1500 characters, remaining: 1500

Content limited to 1500 characters, remaining: 1500

Content limited to 1500 characters, remaining: 1500

Content limited to 1500 characters, remaining: 1500

Delete Entry

(b} Professional ﬁ:ﬂimm referred to in points 3.3.2(a)fi) and (if) above will be considered relevant if it was acquired in

ONE Or maore

0
U

i
U
0

)
i

fvii)

the following areas:

Introducing, verifying andfor validating invoices and credit notes;

Executing and monitoring payments and offsetting with credit notes;

Executing recovery of amounts receivable and making related accounting entries;
Management of assets, depreciation, and inventories;

VAT recoveries;

Treasury management;

Preparing the financial statements, contributing to the annual closing and producing various financial and
inventory management reports;

Statutory audit.




Field 2 — accounting and treasury

Under the supervision of the accounting officer of each institution, the accounting and treasury assistants are in charge of the

following:

. Assisting in verifying legal entities’ master data and their bank accounts and recording them in the accounting system; and/or

2. Assisting In introducing, verifying, and validating invoices and credit notes; and/or

3. Executing and monitoring the authorised payments after prior conformity checks and offsetting with credit notes; and/or

4. Assisting the recovery of amounts receivable and making related accounting entries; and/or

5. Assisting in management of assets, depreciation and inventories; and/or

6.  Assisting with VAT recoveries; and/or

7. Carrying out regular financial and accounting reconciliations (general ledger accounts including budgetary and non-budgetary,
bank accounts, vendor/customer accounts, intercompany transactions, etc.); and/or

8.  Carrying out regular controls of financial and accounting data ensuring timely corrections if necessary: and/or

9.  Confributing to treasury management: execution of authorised payments, daily cash transfers, weekly and monthly cash
reporting and forecasting, parametrisation of SAP and SWIFT payment messages, follow-up of returned payments and
compliance requests, follow-up of bank charges and interests; and/or

10. Preparing the financial statements, contributing to the annuval closing and producing various financial and inventory
management reports; and/or

I1. Providing training, guidance, support to the operational services in relation to accounting rules and procedures; and/or

12.  Confributing to the management of imprest accounts.

This is annex Il -
Field 2 — best
reference on key
words to describe
task



\

{ In the application ....... Work experience — Field 3 -Public procurement J
Dates:* from: dd/mm/yyyy to: | dd/mm/yyyy
S wfiﬁ:::zo Zzo | ] Profssonal xperene e o s .. () aove il b onsidere elevant ot was aeqired nane ot e of e fllwng s
Amﬁiﬁxﬁtfu . 2 () Planogand rogamming of bl provuement o or ) e
o - - = () Prepanmg orupdatng puolic rocuemen andor gt doment tepltes

Content limited to 100 characters, remaining: 100

(00 g andorreviwing puoli procurementand o grnt) document,
. ) () Organsing and g bl proarement and orgrane) proede
o () Legal and ioaneal montorng of contects andor gt agremens,
o dmmﬁmwgwmmmmmmmmmmwmo () Destgung Cevelopng, and mlntning e-Provurement systes,
- Use the annex Il to describe the nature of the
| A duties

Content limited to 1500 characters, remaining: 1500



This is annex Il — Field 3 — best
reference on key words to describe task

Field 3 — public procurement

1. Contributing to the programming of public procurement procedures by defining the needs, choosing the appropriate procedure,
preparing related documents, establishing timetables for these procedures and ensuring their implementation; and/or

[

Assisting in the preparation or update of procurement documents templates, including model contracts; and/or

3. Assisting in organising and running public procurement procedures (initiating the procurement documents, following the
procedures, preparing, participating in and following up on the opening and evaluation committees, drafting tender evaluation
reports, preparing the award of contracts, drafting contracts and administrative documents, etc.); and/or

4. Assisting in drafting answers to questions, drafting requests for information or clarification regarding tenderers' participation,
drafting letters announcing contract award/non-award and replies to requests from rejected tenderers for additional
information; and/or

_h

Assisting in the legal and financial monitoring of contracts: and/or

6. Providing training, guidance, support to the operational services in relation to public procurement rules and best practices
and/or contract management; and/or

7. Assisting in designing, developing, and maintaining e-Procurement systems; and/or

8. In some institutions. public procurement assistants are also involved in organising grant procedures (call for proposals,
evaluation committees, award decisions, etc.).



Europa > EPS0 > Applicafions

EH Regtson Dsta |y ol oatinnd tenghs | ity | Ovenien | ecaston|

Final Eligibility

Pleasa save your application reqularly. All new data vil be ast f not saved reqularly (60 minutes).

Btk o Aovount | Deet egsaion Confirm Eligibiity and Next
Elighiy
T ORDER T BE ABLE T0 VALIDATE YOUR APPLICATION YOU HAVE T0 FULFLLTHE FOLLOWING CONDITIONS CLCK ON T BUTTON K BACH CAGE: i Plesse saveyouraplication ey, Al et il od ave egulely (60 s,
U]
11 e i o This competiton requites & minimum educafional level o Secondary-education
Sl ity i st e 08 Your selection does not et tis level, therefoe you wilnotbe bleto valdetethis appiation fam,
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Why does it matter? }

You take your application seriously

ik

You are as good as your explanation is

—
—

You get your experience validated
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https://linktr.ee/yasemoseuropeos

TIPS

Don’t write too long sentences - Average sentence length 15-20

Tipl words. Maximum length 25 words wherever possible

Tip 2 Limit yourself to 1 main idea/input per sentence

Tip 3 Use bullet points for lists (don’t use big blocks of text)
Don't bury key information or a key message in the middle of the

Tip 4 sentence: it will get lost.

It will have more impact at the beginning or the end.

Tip5 Use the same vocabulary as they use in the notice
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CBT +
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test-MCQ +
Case study
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Spring 2025
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(2) Candidates receive time-sensitive information in their EPSO accounts. They should check their EPSO account at least | " o
every 3 calendar days to keep track of their progress during the competition and to avoid missing a deadline. 25

o
-

If a candidate cannot check their EPSO account due to a technical problem on the part of EPSO, they must notify EPSO

immediately via the online contact form (*).
w AR :



Reserve list

Each institution will organize mini-selection process/assessments

Final format to be decided by them



test?




Remember

Test

How will the test scores be used?

Verbal, numerical, and abstract reasoning

‘Pass/fail’

The tests will be scored to determine 1f the candidate reached the
required pass scores.

Field-related MCQ test

‘Pass/fail and ranking’

The scores of candidates who reached the pass score will be used to
create a ranking according to candidates’ performance.

EUFTE

‘Pass/fail’

The test will be scored to determine if the candidate reached the required

[Pa55 SCOIC,




Typical duties

The Financial Regulation (FR) (") is the main point of reference for the principles and procedures governing the establishment, implementation and control of the EU budget. While exercising the duties listed below successful
candidates will be requested to follow, among other rules, the provisions of the FR.

YASEMOSEUROPEOS.COM



https://www.europarl.europa.eu/factsheets/en/sheet/31/budgetary-control
https://commission.europa.eu/strategy-and-policy/eu-budget/how-it-works/annual-lifecycle/assessment/annual-accounts-and-reports_en
https://european-union.europa.eu/live-work-study/public-contracts_en
https://single-market-economy.ec.europa.eu/single-market/public-procurement/legal-rules-and-implementation_en
https://linktr.ee/yasemoseuropeos
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() EUFTE - all fields

The EUFTE 15 aimed at assessing a candidate’s written communication skulls. It will be organised as follows:

Test Language Duration Scoring  [Pass score

EUFTE  |Language 2 A0 minutes 0to 10 5/10

Candidates will be required to respond to the test assignment(s) based on the provided documentation related to EU mattefs. The

documentation will be made available on the EPSO website ahead o the test datel Candidates will recerve the same documentation
during the test, along with the assignment(s) based on .

The EUFTE is not a language test, The assessment will be based on the specific anchors published on EPSO’s website (°).



With EPSO's move towards a full 24-language regime a new type of test will be introduced by EPSO in its selection procedures, as of 2024: the written test, a test aimed at
assessing candidates’ written communication skills. The written test will replace the case study™.

Under the term written test, there are three different types of tests that EPSO will use according to the needs expressed by the recruiting services for each competition:

1. Written test (WT) related to the field(s) of the competition, assessing only written communication skills.

2 Field-related written test (FRWT). assessing written communication skills and knowledge in the relevant field of the competition.

3. Free-text Essay on EU matters (EUFTE), assessing only written communication skills.

Candidates will be required to respond to the test assignment(s) based on the documentation provided by EPSO and related to the field(s) of the competition, as specified in the
notice of competition.

The written test is not a language test. Candidates will be assessed on the basis of the specific ‘anchors’ listed below (‘anchors’ are the elements taken into consideration by test
markers (i.e. assessors) when assessing a given competency).

‘Anchors’ for written communication skills:
The candidate:

structures the written communication with a logical flow of ideas.
writes concisely without use of unnecessary words and sentences.
presents subject-matter in an understandable way.

adapts/tailors their writing to match the intended audience and purpose.

uses the information provided to deal with the assignment.

*Case studies will continue to be wused for some ongoing competitions.

Post date: 28/02/2024 - 1218
Last modified: 16/05/2024 - 1543



Let’s not forget

SUPPORTING DOCUMENTS

+ Upload your supporting documents)’
diplomas by 15/ 10/2024

ELIGIBILITY REQUIREMENTS

= Pelevant post-secondarny education
plus 3 ywears of relevant professional
eXxpeTrisencs or

= Secondarny education plus ! St e ey
o years of relevant professional
EXpeTiencs

and

» Knowledge of tweo ofTicial
EU languages

APPLICATION

Choose one Tield:

SELECTION
OF 864 SUCCESSFUL
CAMDIDATES

= Financial managemnment
= Accounting arnd treasury
= Public procurerment

Apphy wia your ERPS0 acoount
by Sf09 2024

» Reasoning tests
» Field-related test
= Wiritten test

ASSISTANTS IN THE FIELD
OF FINANCE, ACCOUNTING
AND PUBLIC PROCUREMENT

(GRADE AST 3)
L

B AT T S T PV





https://linktr.ee/yasemoseuropeos

WhatycangYSEdogier you?

° Free webinarsiand materials

Check our webinar for Check our webinar Most
Economist Frequent questions

* CBT trainings and Competition (CBT+MCQ+Case)
(in English and Spanlsﬁg

*Trainingfor the Assessment Centre- Assessment
sessions and interviews

* Application review

8/1/2024 39


https://forms.gle/m5vrESDPvsGoaqoC7
https://www.google.com/url?sa=j&url=https%3A%2F%2Fforms.gle%2FLRHhV9A6jazDAHhK8&uct=1686142428&usg=9wxk3TETlKnDR9dcxhUNa9_LDuw.&source=editors
https://docs.google.com/forms/d/e/1FAIpQLSfJSAT7mHBuHcpBncS-HRsood8Gpf2c6UwYIuiOFJ44BpNuJg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfJSAT7mHBuHcpBncS-HRsood8Gpf2c6UwYIuiOFJ44BpNuJg/viewform
https://forms.gle/dVwT4XEVzHgXLDMv6
https://www.youtube.com/watch?v=BpgmxMAnokY&t=733s
https://www.youtube.com/watch?v=lAARbM3xd90&t=3425s
https://www.youtube.com/watch?v=lAARbM3xd90&t=3425s

Follow us

* TELEGRAM (ENY/ES): €lick para unirte/Click here to join and
WhatApp channell{EN/ES): click para unirté/Click here to
join to keep youtipdated on vacancies, new competitions
and all kinds ofuseful information for you.

* |n our social media :
* Instagram

e Linkedin

e Facebook

* Youtube

(don’t forget to subscribe and click on «like» ).

8/1/2024 40



https://linktr.ee/yasemoseuropeos
https://yasemoseuropeos.us4.list-manage.com/track/click?u=b4c85d3e7c71ea7a9d2684fb9&id=bd25041248&e=a4bf340057
https://whatsapp.com/channel/0029VafTHIQ84OmCTzPR6m1T
https://whatsapp.com/channel/0029VafTHIQ84OmCTzPR6m1T
https://www.instagram.com/yasemoseuropeos/
https://www.linkedin.com/company/ya-semos-europeos/?viewAsMember=true
https://www.facebook.com/yasemoseuropeos/
https://www.youtube.com/channel/UC4uWnV1tHZPJqAJPwbfdsZw

8/1/2024
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