Terms of Reference – Project Manager 
Position:  Project Manager in the Joint Secretariat – Branch office in Herceg Novi for the  Interreg IPA Cross-border Cooperation Programme Croatia-Bosnia and Herzegovina-Montenegro 2014-2020
Location: Joint Secretariat – Branch office in Herceg Novi
Overall objective

The Project Manager situated in branch office in Herceg Novi, Montenegro is part of the Joint Secretariat (JS) which is internationally staffed body with headquarter in Zagreb, Croatia. The JS assist the Managing Authority and the Joint Monitoring Committee (JMC) in carrying out their respective functions. The JS undertakes the day-to-day implementation of the Programme.

Within JS team, the main tasks of PM includes:
Selected Project Manager will perform following duties:

· Participates in preparation of Calls for proposals and related documentation;

· Provide support to project applicants in the project generation process in order to  ensure the development of efficient and high quality projects;

· Support projects beneficiaries regarding implementation of project, their duties and all necessary procedures;

· Participates in preparation and organization of events and participates in development other tools such handbooks, manuals, for applicants;

· Participates in activities regarding preparation of subsidy contracts;

· Provides day to day support to project beneficiaries; participates in preparation and organisation of educational activities for project beneficiaries;

· Participates in project selection and assessment process;

· Participates in organisation and preparation of JMC meetings and provide support to JMC in its functions; 

· Support the implementation of the technical assistance for the implementation of the Programme; 

· Participates in preparation of reports on Programme implementation;

· Participates in programme documents evaluation and amendments;

· Cooperates with other colleagues from Joint Secretariat/National Authorities/Managing Authority on the implementation of the Programme; 

· Participates in activities regarding use of eMS system;

· Drafts and implements the Programme communication strategy;

· Support organisation of Programme events;

· Other tasks ordered by the superiors. 
	[image: image1.jpg]



	Project 

An EU funded project managed by the Delegation of the European Union  to Montenegro
	


