
VACANCY 

Multi-skilled administrative operative   

Embassy of Belgium in Zagreb  

Temporary support to the Embassy team  

during Croatia’s EU Presidency in Zagreb 

 

Main tasks 

 

- Carry out logistical, secretarial tasks, and other support to incoming delegations (prior and 

during their visit). 

- Contribute to practical organization or manage the practical organization of meetings, 

conferences, seminars, official visits or other events, etc.  

- Translate internal or external documents and provide interpretation support during various 

exchanges with foreign language contributors. 

- Establish and manage contacts with all relevant EU Presidency actors  (HR and BE Ministries, 

partners, local authorities, private organizations, citizens, etc.). 

 

Requirements 

- higher education degree; 

- Proven experience with administrative support and event organization and/or in international 

relations; 

- excellent command of Croatian, both orally and in writing; 

- very good command of English, both orally and in writing; 

- knowledge of French and/or Dutch is an important advantage; 

- good written and oral communication skills; 

- being able to prioritize, work swiftly and independently, respect deadlines and deliver quality; 

- have an interest in Croatian - Belgian bilateral relations; 

- be dynamic and take initiative; 

 

- a team player; reliable, tactful and discreet; 



- problem solving attitude; 

- Social media user; 

 - have a driving license B 

 

 Conditions 

 

- Employment period: 15/01/2020 - 14/07/2020 

- full time working schedule, flexible hours possible 

- gross monthly remuneration: 13.487 HRK  

- Contract with the Belgian Ministry of Foreign Affairs and covered by the Croatian Health 

System 

 

Procedure 

Please send your cover letter and a resume (both in English) before the 18th November 2019 at 

zagreb@diplobel.fed.be to the attention of H.E. Nicolaas Buyck, Ambassador of the Kingdom of 

Belgium in Croatia. 

A preselection will take place on the basis of resume and cover letter.  

Preselected applicants will be invited for a personal interview and a written test. 

 


