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Job advert

european disability forum 

The European Disability Forum is seeking a 

Policy Officer

The European Disability Forum (EDF) is a non-governmental European umbrella organisation set up to represent organisations of disabled people at EU level. Its membership includes 129 member Organisations including 96 European NGOs and 32 National Federations of organisations of Disabled People. The EDF's mission is to promote the equal opportunities and human rights of the 65 million disabled people in Europe. 

EDF is seeking a dynamic policy officer with good knowledge in social and employment policies for our Brussels based secretariat.  The ideal candidate is: committed to a human rights/social model approach to disability, understanding of social policy in relation to disability policies, able to work effectively in English and French and to assimilate and communicate information. The knowledge of EU policies, EU institutions and procedures will be an asset.
Gross starting salary: 2800 E/month 

Contract: One year renewable
Closing date for receipt of applications: 30 August 2010
Date of the interview: 21 September 2010 
Further information and application pack are available from EDF website.
EDF Recruitment, European Disability Forum, rue du Commerce 39-41 Handelstraat B-1000 Brussels, Belgium. T : +32 2 282 46 01 F : +32 2 282 46 09 
E : recruitment@edf-feph.org 
W: www.edf-feph.org 
The EDF is an equal opportunities employer and believes that its objectives will be better achieved if a significant proportion of its staff at all levels is composed of persons with disabilities.

JOB DESCRIPTION

JOB TITLE: POLICY OFFICER

REPORTS TO: DIRECTOR

PURPOSE OF JOB: To support the policy work related to the key objectives of the European Disability Forum.
MAIN TASKS:

All tasks are to be implemented on the basis of decisions adopted by the EDF governing bodies, mainly social policy issues including employment, education, health, internal market related aspects, structural funds,…
1. To monitor EU developments, policies and actions in relation to disability covering the fields of main responsibility
· To alert the European Disability Forum to threats and opportunities for people with disabilities
· To assist in the development of campaigning strategies

· To provide political intelligence and a political overview

2.  To provide user-friendly information for EDF members on EU policy initiatives covering the fields of main responsibility

· To research and write briefings and reports on policy initiatives and programmes

· To write regular pieces of information in the EDF newsletters and other publications

3.  To foster close links and co-operation with members on social policy matters and to support the group of experts and taskforces. 

4. To support EDF in developing contacts with the EU institutions

5. 
To undertake research and provide background briefings and information for members and external organisations on request

· To provide the required comprehensive and tailored information about EU matters to effectively support EDF members in their work
· To contribute in the preparation of and assist with EDF meetings and meetings between EDF and external organisations and actors. 
1. PERSON SPECIFICATION

POST:
POLICY OFFICER

1. KNOWLEDGE

Essential requirements

1.1 Knowledge of social and employment policies, disability rights and understanding of the culture of membership based NGOs at European level

Desirable requirements

1.2 Knowledge of disability policies
1.3 Knowledge of EU policies in the areas of employment, education, health, social protection, internal market, structural funds and EU policies in general
1.4 Knowledge of EU Institutions and procedures, and a good insight in to the way they function
2. SKILLS/ABILITIES


Essential requirements

2.1
Awareness and understanding of developments in social and employment policies
2.2.
Understanding of equal opportunities/human rights approach to disability, and the ability to implement these values in the work of the post
2.3

Ability to work in a small and busy multicultural team

2.4
Ability to work under pressure and meet deadlines
2.5

Ability to work effectively in English and French
2.6.
High analytical skills and ability to assimilate and process information on a wide variety of issues, in particular the areas of EU social policies, and for a wide variety of audiences

2.7      Ability to prepare and deliver presentations in English and in French
2.8.
Ability to communicate effectively both in writing and orally, in English and in French
2.9  
Ability to communicate clearly and concisely in writing and orally with groups and individuals

2.10 
Ability to work effectively within an organisation with an EU-wide membership, maintaining the confidence and co-operation of member organisations and staff through good-quality communication and consultation

2.11

Ability to manage a complex workload and to plan and prioritise

2.12
Ability to be accountable to elected officials and understand the importance of working within a remit

Desirable

2.13

Knowledge of Disability policies 

2.14

Ability to work in other community languages is an add
3.
EXPERIENCE

Essential

3.1
Good knowledge in social policies, in particular in one or more of the following areas: employment, education, health, internal market, structural funds, … 
3.2
Analysis of policy documents, interpreting and pinpointing implications 
for specific groups

3.3
Experience in writing reports and briefing documents

Desirable


3.4
Experience of membership-based organisation, either as staff or as a member
3.5      Experience of working in the NGOs sector
3.6      Experience of work related to disability policies 
3.7      Experience of EU policy work
3.8      Experience of organising meetings
SPECIAL CONDITIONS

Willingness and ability to work unsociable hours and to undertake some travel

Application form 

(Recr-AF)


Application Form for post: 

EDF Policy Officer
Confidential
All information given on the application will be treated in a confidential manner.

Please note that this front page containing your personal details will be detached from the rest of your application during the shortlisting process to promote equal opportunities in the short listing process. 
Please complete in type only
Please send the completed application form both by e-mail and by post to the EDF Secretariat by 20 August to the e-mail address: recruitment@edf-feph.org.
Only completed and signed application forms will be accepted. Do not send your CV.

A confirmation of receipt will be sent to you in writing at the latest on 23 August.  Should you not have received a confirmation after this date, please contact the EDF secretariat, Tel: +32/2/282.46.01
1.
Forename(s) or given name: 


Surname: 


Home address:
Please circle preferred title:



Mrs
Miss
Ms
Mr



Other: 


Postcode:



Country: 


Telephone (home): 


(daytime/work): 


May we use this? O Yes O No

E-mail : ………………………….
2.
Education
General education (schools from age 16)
	Name and address 
of school
	From/to
	Qualifications obtained 
(level and grade)

	
	
	


	
	
	


	
	
	


	
	
	



Further/higher education
	Name and address 
of college/university
	From/to
	Full-/
part-time
	Qualifications obtained

	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	


	
	
	
	


3.
Training and development
Please give details of any training courses attended which are of direct relevance to your application.

	Course title
	From/to
	Course provider
	Summary of content

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4.
Membership of technical or professional bodies
5
Present and previous occupations

Please give details of your occupation(s) starting with the most recent. Please include any unpaid work that is relevant to the post and explain any gaps.

	Employer's name and address (please start with current/most recent)
	From/to
(month/year)
	Position held including brief description of your duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please continue on a separate sheet if necessary.

6 Language skills, including sign language
6.1 Reading skills

	Language
	Excellent
	Very good
	Good
	Basic

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.2. Writing skills

	Language
	Excellent
	Very good
	Good
	Basic

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


6.3. Verbal skills

	Language
	Excellent
	Very good
	Good
	Basic

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




7.
Computer literacy
Please indicate your computer knowledge stating all the software programmes you are familiar with.

8.
Please explain how you meet the requirements of the person specification and to give us any further information about yourself that you think is relevant to this application. (This section of the application is one of the most important and will be considered as your motivation letter to the vacant position within our organisation)
 9.
Additional information
What is your preferred reading medium? Please circle:

Ordinary print/digital format/large print/braille/other (please specify)

10.
If you were short listed for interview, would you have any special requirements such as timing, wheelchair access or the presence of an interpreter or signer? Please specify.

11.
If you were short listed for interview, would you prefer to hold the interview in French or English?

12.
Have you ever been convicted of a criminal offence? YES/NO
If your answer is YES, please give details of date(s) of offence(s) and sentence(s) passed which are still current.

13.
Offers of employment/contracts are subject to receipt of satisfactory references. Please provide the names, addresses and telephone numbers of two referees, one of whom should be your present or most recent employer or an academic referee if more appropriate. Referees will not be contacted without your prior permission.

A.
Name 


Position............................................................


Address


Telephone number 


What is your connection with this referee?

May we approach this referee prior to interview? O Yes O No

B.
Name


Position


Address


Telephone number 


What is your connection with this referee?

May we approach this referee prior to interview? O Yes O No

14.
If selected, when would you be able to take up employment with the European Disability Forum?

Declaration

I declare that the information provided on this form is correct to the best of my knowledge and understand that any information submitted in connection with employment and subsequently found to be incorrect or deliberately misleading could lead to dismissal without notice.

Signed





Date


Once completed, please return this form to:

EDF Recruitment

Ref : POL-10
European Disability Forum

Rue du Commerce 39-41
B-1000 Brussels

Belgium

E-mail : recruitment@edf-feph.org
Applications shall be sent by e-mail and by post clearly marked CONFIDENTIAL with the reference: EDF-POL-10
Closing date for receipt of applications: 30 August 2008 at midnight. Any applications received after this date will not be valid. 
A confirmation of receipt will be sent to you at the latest on 2 September 2010. Should you not have received a confirmation, please contact the EDF secretariat, Tel: +32/2/282.46.01
European Disability Forum Equal Opportunities statement

The European Disability Forum (EDF) is an equal opportunities organisation. It is committed to promoting equal opportunities and preventing discrimination. This policy applies to both the EDF's policy, information functions and its own employment practices.

The European Disability Forum recognises that the equal opportunities policy will require regular monitoring and review.

It is committed to opposing direct and indirect discrimination on the grounds of disability, ethnicity or national origin, colour, race, creed, gender, marital status, domestic circumstances, age, HIV status or sexual orientation or on any other grounds. The European Disability Forum recognises there are groups in society who are disadvantaged through discrimination and will work to redress any inequality in its own operations and employment practices.

This policy recognises and incorporates best practice relating to equal opportunities. Nothing in this policy is intended to prevent the European Disability Forum from following best professional practice in recruiting the person most suitable for the job.

The European Disability Forum requires its employees, members and volunteers to comply with this policy.

The European Disability Forum will take positive action as necessary, as a policy development and information-providing body and an employer, to uphold this policy.

The European Disability Forum recognises the need to develop procedures to support the implementation of this policy through a training programme, reasonable accommodation and a system of monitoring. These procedures will be incorporated into this policy as it develops.

Programme of Action / Implementation

The European Disability Forum will ensure:

1.
That all job descriptions are drawn up in accordance with the equal opportunities policy.

2.
That members of selection panels are committed to equal opportunities and that they consider applicants only on the criteria specified in the job description.

3.
That no employee receives less favourable treatment than any other.

4.
That employees from underrepresented groups including disabled people, are given training and support and reasonable accommodation. 
About the European Disability Forum (EDF)

(Recr.EDF Leaflet)

What is the European Disability Forum?

The European Disability Forum is an international non-profit organisation based in Brussels. It was set up in 1996 by organisations of disabled people and their families to defend issues of common concern to all disability groups, and to be an independent and strong voice for disabled people towards the EU. EDF represents more than 65 million disabled people in Europe.  

Our mission

The mission of EDF is to promote equal opportunities and non-discrimination of disabled people and to guarantee and protect their fundamental human rights by means of active involvement in policy development and campaigns on disability rights at the EU level.
Our values

Self-advocacy: we are an organisation where disabled people and parents of disabled people unable to represent themselves are the decision makers.

Involvement: we believe in and campaign for the right of disabled people to be fully involved in policy-making process through their representative organisations, our guiding principle being: "nothing that affects disabled people without disabled people".

Independence: we make sure that our organisation remains independent, and that it is our members who decide upon the EDF work programme and policy positions.

Visibility: we demand that the rights of disabled people are visible in all sectors of life.

Rights-based inclusion: we fight for the inclusion of disabled people in society as a human right; we refuse the out-of-date charitable approach to disability.

Solidarity: we work to build a stronger and more united disability movement, with special attention to those with significant and multiple disabilities, those who face multiple discriminations or any other form of marginalisation.

Partnership: we build alliances with all those organisations that share and believe in our goals and help us to promote the rights of disabled people. Our extensive network is our strength. With our partners we exchange ideas and experience, enriching our work with their know-how and expertise.

EDF: the representative organisation of disabled people in the EU  

EDF is an organisation open to all interested parties and directly managed by disabled people and parents of disabled people unable to represent themselves. Its membership structure ensures that the views of the different impairment groups and the different national and cultural approaches are respected.

Structure and Membership

EDF is based on two pillars, which are reflected in the structure of the governing bodies. The first pillar consists of the National Councils of Disabled People, one in each EU Member State, plus Iceland and Norway, and the observer National Councils from those countries who are in the process of joining the EU. The second pillar is composed of more than 70 European disability NGOs representing different types of impairments or sectors of activities. The membership reflects a broad geographical base and a wide range of concerns across the European disability movement.

All public and private organisations, as well as individuals who are committed to respecting and supporting the aims and objectives of EDF across Europe, can join EDF. They can benefit from EDF's solid network and contribute with their experience to our work. 

A work full of challenges

EDF's scope of work is very wide, as many of the EU initiatives have an impact on the lives of disabled people. The EDF activities are mainly focused on exerting influence on the different EU initiatives and policies that are relevant for disabled people.

EDF bases its work on the contributions, expertise and experience of its members, committees, expert groups and task forces in different policy fields provided to EDF with the adequate technical support required.

Proactive work towards the EU agenda

EDF is undertaking proactive work towards the EU agenda in many areas, such as: non-discrimination, transport, information society, social exclusion, employment, international development cooperation, education, equal opportunities between women and men, youth, sports, design for all, universal access and vocational training.

How EDF promotes the rights of disabled people

Contacts with EU institutions

EDF provides administrative support to the Disability Intergroup of the European Parliament and works in close cooperation with this cross-party grouping whose mission is to defend the rights of disabled people within the European Parliament and towards the other EU institutions. 

EDF maintains frequent contacts with all relevant Directorate Generals of the European Commission and has a particularly important dialogue with the DG Employment and Social Affairs and its Disability Unit.

EDF work towards the Council of the European Union is mainly done through the National Councils of disabled people. Main attention is focused on the Member State holding the Presidency of the European Union. In the framework of the EU Presidency, EDF prepares a Presidency Memorandum to identify to the Council the priorities of people with disabilities. Furthermore, EDF organises its Board meetings in the country holding the Presidency in order to reinforce/to promote the disability policy at national level.
A regular dialogue is also maintained with the Economic and Social Committee and the Committee of Regions for all those issues affecting disabled people in the European Union. 

Building alliances with other social NGOs 

EDF is an active member of the Platform of European social NGOs, the umbrella organisation representing social NGOs in the EU. 

EDF has also become a member of the European Women’s Lobby (EWL), to ensure that the rights of disabled girls, women and mothers of disabled children are considered in their work.

Contacts with international Institutions

EDF holds a consultative status with the Council of Europe towards the UN. In addition, EDF has established similar contacts with the International Labour Organisation (ILO), the World Health Organisation (WHO) and the Economic and Social Council of the United Nations (UN).

Making disability visible

We strive for promoting visibility of disability at all EU levels (national, European, regional, local, etc.). EDF regularly broadcasts information regarding all the European policies and initiatives relevant to disabled people. The target group of our information policy and communication campaigns includes the member organisations, the European policy and decision makers, the media, the civil society, people with and without disabilities.

(Regular publications and policy papers
EDF publishes, in electronic format, a Weekly Mailing for our members and a Quarterly newsletter “Disability Voice” for any interested reader, providing information and news on the recent developments in EU disability policy. We also produce position papers on specific EU policy issues as well as reference publications, which are issued on regular basis. In addition, the Annual Report gives an overview of the main EDF achievements for each year.

( Website 

The EDF website is considered as a key information tool which provides latest EU disability news, policy developments in each of the EDF working areas, news about EDF Top 5 campaigns and many relevant links.

( The European Day of Disabled People

Every year, EDF works in close cooperation with the European Commission to prepare the European Day of Disabled People (3 December). Firmly established in EU's calendar, the European Day is an excellent opportunity to inform and raise awareness on disability all across Europe and to focus on specific themes under the non-discrimination approach.

EDF Secretariat contact details:

European Disability Forum, 
rue du Commerce 39-41 Handelstraat

B-1000 Brussels

Tel.: +32 2 282 46 03
Fax: +32 2 282 46 09

E-mail: recruitment@edf-feph.org
Chair: Yannis Vardakastanis

EDF Homepage: http://www.edf-feph.org
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