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Pro Cooperare Regională is seeking to contract a Project Assistant to support local CSOs and young entrepreneurs in coordinating project activities, ensuring effective communication, and providing administrative and logistical assistance within the framework of the project “Empowerment of Youth Entrepreneurship in Moldova.”
	TERMS OF REFERENCE
Project Assistant

	Donor:
	European Union and Help-Hilfe zur Selbsthilfe e.V.

	Project title:
	Empowerment of youth entrepreneurship in Moldova

	Modus operandi:
	Implemented by the association Help-Hilfe zur Selbsthilfe e.V. (Germany), in partnership with local organizations  Pro Cooperare Regională, DEMOS and HOMECARE

	Country:
	Moldova




1. Background and Context
Pro Cooperare Regională is seeking to hire a Project Assistant who will support the implementation of activities within the project “Empowerment of youth entrepreneurship in Moldova.”
The Project Assistant will provide administrative, logistical, and coordination support to ensure smooth delivery of activities, including communication with local Civil Society Organisations (CSOs), young entrepreneurs, and project partners. The position will also involve supporting the organization of field visits, trainings, networking events, and maintaining accurate documentation for reporting and monitoring purposes.
The project aims to strengthen the role of civil society in Moldova and support the entrepreneurial initiatives of around 200 young people, giving them the tools and skills to start and develop their own businesses. The Project Assistant will contribute by ensuring effective day-to-day operations and supporting beneficiaries and partners in accessing project resources.

2. Scope of work
The Project Assistant will perform the following tasks:
· Provide administrative and logistical support to project activities, including trainings, mentoring sessions, and networking events;
· Assist in maintaining communication with local CSOs, beneficiaries, and project partners;
· Support the preparation and organization of field visits to grant applicants;
· Collect, organize, and maintain project data and documentation for reporting purposes;
· Assist in drafting simple summaries, checklists, and follow-up notes for project activities;
· Provide logistical support during dissemination events and workshops;
· Contribute to smooth coordination between the project team and stakeholders.
 3. Deliverables
The Project Assistant will support the project implementation throughout the three-year duration (2023–2025). The role will focus on providing ongoing administrative, logistical, and coordination support to ensure the smooth execution of activities.
Key deliverables include:
· Support for organization of field visits to grant applicants and beneficiaries, including logistical arrangements, communication with local CSOs, and preparation of related documentation.
· Administrative support for project data collection and organization, including maintaining attendance lists, participant files, and records of youth business initiatives supported through the sub-granting scheme.
· Event organization and logistical support for trainings, mentoring sessions, networking meetings, and dissemination events, ensuring venues, materials, and participant logistics are well managed.
· Continuous assistance in project communication, including maintaining contact with beneficiaries, partners, and stakeholders, and supporting the preparation of visibility materials (photos, brief reports, posts).
· Documentation and reporting support, including preparation of simple summaries, meeting minutes, follow-up notes, and providing structured inputs for quarterly, annual, and final project reports.
· Monitoring and evaluation support, by assisting the project team in collecting feedback from beneficiaries, maintaining progress trackers, and compiling documents for internal and external audits.
· Final project support, including assistance in organizing the closing dissemination conference, helping compile final reports, and ensuring proper archiving of all project files and administrative records.
The position is expected to cover approximately 70% of a full-time workload
4. Profile of the Project Assistant
The Project Assistant must fulfil the following criteria:
· Previous experience in project administration or support roles (minimum 5 years);
· Strong organizational and coordination skills;
· Good communication skills and ability to liaise with diverse stakeholders;
· Ability to handle multiple tasks and meet deadlines;
· Experience working with NGOs, CSOs, or donor-funded projects is an asset;
· Knowledge of Romanian is required; knowledge of English is an advantage;
· Computer literacy (MS Office, email communication, file management).
 5. Application process
· [bookmark: _Hlk161077949]Interested applicants will submit their proposals which must include:
· CV (updated), no more than 4 pages;
6. Selection process
The selection process will proceed as follows:
· Applicants are requested to submit an expression of interest latest by deadline of March 17, 2023 to pro_co_re@yahoo.co.uk , procore.eusuport@gmail.com  or by submitting in person the CV to the address: mun. Bălţi, str. 31 August 1989, 29, nr. 3
· Subject: “Project Assistant – name and surname”.
The selection will be made based on the following criteria:
· Relevant experience and skills;
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