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Secretary / office manager (20 hours per week)   
 
Green Budget Europe (GBE) seeks a dynamic and motivated team member to undertake secre-
tarial/administrative work, manage GBE’s office and support its six-person team. 
 
Candidates should ideally meet all of the following criteria:  
 

- Highly motivated, with relevant professional experience; 
 

- Fluent spoken and written English and French; 
 

- Excellent interpersonal and team-working skills, time management, flexibility, and reliability; 
 

- Ability to manage relationships with suppliers, service providers, partners and members; 
 

- Experience of general administration tasks, solid experience of Microsoft Office, data-
base/contact management, managing Director’s agenda and correspondence, making trav-
el & hotel arrangements, organising events and catering, minute-taking, document format-
ting, etc;  
 

- Basic financial management such as invoicing and budget monitoring; and  
 

- Ability to solve day-to-day challenges in the office (IT, etc).   
 
The application procedure is set out below. Gross monthly salary will depend on experience and 
will be competitive with posts of similar organisations in Brussels.  
 
After a 4 – 5 month period, it is possible for the role to be extended if there is mutual agreement.  
GBE’s workload will grow in Oct / Nov 2016, with more organisational demands, a greater re-
quirement for copy-editing and proof-reading English language documents, and additional finan-
cial planning.  
 
If the role is widened, the number of hours worked, the description of the job and salary will be 
extended accordingly.  

Who we are 
Green Budget Europe (GBE) works to reduce environmentally harmful subsidies, and shift tax away 
from labour and on to pollution and non-renewable resources. Achieving these reforms in a social-
ly equitable way is central to our mission. Behind our work is the realisation that ensuring real 
costs are reflected in prices can help protect climate and environment.  
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Policy areas that GBE works on include Energy Union, circular economy, the European Semester, 
ending fossil fuel subsidies, and communicating the rationale for an environmental tax shift.  
 
To advance its policy work, GBE brings together representatives of business, international organi-
sations, ministries, NGOs, political decision-makers, the research community and civil society. By 
implementing environmental fiscal reform (EFR), countries can cut pollution, conserve scarce re-
sources, and enhance social equity through a careful and considered approach to reform; see fur-
ther www.green-budget.eu.  

Your application 

Please organise your application in the following sequence: cover letter; CV; work sample(s).  
 

In your cover letter please indicate your motivation to work for GBE, and this role, and outline why 
your skills, qualifications and experience make you a suitable candidate. Please state, in the con-
cluding lines, your earliest start date in the event your application is successful. Please limit your 
cover letter to one side of a page.  

 
Within your CV, please include your language proficiency (CEFR preferred). At the end of your CV, 
please include email addresses and phone numbers for at least two referees who GBE may con-
tact.  

 

Please include a written work sample, (e.g. 250 – 300 words regarding your general approach to 
prioritising work, or an account of a challenge that you have encountered and how you overcame 
it, in EN, FR or both). Finally, candidates may also submit an excel document (or similar) to show 
proficiency in working with spreadsheets concerning budgeting.  
 
Please include your full application (in the requested sequence) in a single PDF document.  
 

Please send your application to info@green-budget.eu for the attention of James Nix, Director of 
Green Budget Europe, with “Secretary / office manager” in the subject line.  
 
We thank all candidates for their interest; however, we are only able to contact those who have 
been shortlisted. 
 
The final date to submit an application is Mon 6 June 2016 at 2pm CET.  

http://www.green-budget.eu/
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