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(Announcements)

ADMINISTRATIVE PROCEDURES

EUROPEAN PERSONNEL SELECTION OFFICE (EPSO)

NOTICE OF OPEN COMPETITIONS
EXPERTS IN MEDIA AND DIGITAL COMMUNICATION

EPSO/AD|347/17 — ADMINISTRATORS (AD 6) — 1. Communication Specialist — EPSO/AST[143/
17 — ASSISTANTS (AST 3) — 1. Webmaster — 2. Communication Assistant — 3. Visual
Communication Assistant

(2017/C 341 A[01)

Deadline for registration: 14 November 2017 at 12.00 (midday), CET

The European Personnel Selection Office (EPSO) is organising two open competitions, based on qualifications and tests, to
draw up reserve lists from which the Institutions of the European Union, mainly the European Parliament, European
Commission, Council and Court of Justice, may recruit new members of the civil service as ‘administrators’ and
‘assistants’ (function groups AD and AST, respectively).

This notice of competitions and its annexes form the legally binding framework for these selection procedures.
Please see ANNEX III to read the general rules governing open competitions.

Number of successful candidates sought per competition and profile:

EPSO/AD/347[17
1. Communication Specialist — 55
EPSO/AST/143/17
1. Webmaster — 13
2. Communication Assistant — 30
3. Visual Communication Assistant — 34

This notice covers two competitions, one of which contains several profiles. You may only apply to one profile per
competition. You must make your choice when you apply online and you will not be able to change it after you have
validated your online application form.

Most of the posts offered will be based in Brussels; however please note that the posts for the Court of Justice are based in
Luxembourg and some of the posts for the European Parliament may be offered in one of its Information Offices. These
are located in the capitals of the Member States, in 6 regional antennas (Munich, Milan, Barcelona, Edinburgh, Wroclaw and
Marseille) and at the Strasbourg seat of the European Parliament. The Information Offices play a very important role in
raising awareness of the decisions taken by the European Parliament in the media, amongst the general public as well as
amongst opinion formers both at national and regional level.
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WHAT TASKS CAN I EXPECT TO PERFORM?
EPSO/AD[347/17
1. Communication Specialist
Communication specialists have a wide range of responsibilities, they:
— conceive, plan and implement communication strategies and campaigns;

— are in charge of relations with citizens, stakeholders, visitors, media, opinion multipliers, civil society, schools, and
universities;

— produce and coordinate the creation of digital content for the web and social media platforms and engage with their
online audiences;

— organise press conferences and interviews, pitch stories to media and monitor media coverage of the organisation;

— work with audiovisual and new media, have an in-depth knowledge of the media landscape and are able to shape
media strategies;

— analyse business and user needs for digital projects, produce business case and technical specification documents;
— manage and execute digital projects;
— analyse and report on digital metrics and Key Performance Indicators;

— define and implement user experience strategies and are able to identify and track the behaviour of relevant
audiences, and contribute to the design of user centric and task-based interfaces.

EPSO/AST/143(17
1. Webmaster

Webmasters design, develop and maintain the Institution’s website, and are responsible for its web applications. They
ensure the continuous improvement of the web channel and related tools and contribute to the definition, planning,
delivery and monitoring of digital projects. They also contribute to the understanding of digital needs and make sure that
the necessary technology is procured and developed.

2. Communication Assistant

Communication assistants support communication specialists in implementing communications strategies and campaigns.
They carry out documentary searches, establish and maintain contacts with all stakeholders, assist in the preparation of
briefing materials, respond to information requests and provide technical and administrative support.

3. Visual Communication Assistant

Visual Communication Assistants create visual concepts to communicate ideas that inspire and inform the target audience.
A Visual Communication Assistant works on a variety of products, such as visual identity for communication packages,
website content, advertising, publications, newsletters, posters and banners, exhibitions and displays, corporate reports,
videos, and infographics.

Please see ANNEX I for more information about the typical duties to be performed.
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AM 1 ELIGIBLE TO APPLY?

You must meet ALL of the following conditions when you validate your application:

1) General conditions:

— Enjoy full rights as a citizen of a Member State of the EU

— Meet any obligations under national laws on military service

— Meet the character requirements for the duties concerned

2) Specific conditions — languages:

You must have knowledge of at least 2 official EU languages, one at minimum C1 level (thorough knowledge) and the
other at minimum B2 level (satisfactory knowledge).

Please note that the minimum levels required above must apply to each linguistic ability (speaking, writing, reading and
listening) requested in the application form. These abilities reflect those of the Common European Framework of Reference for
Languages: https:/[europass.cedefop.europa.eu/en/resources/european-language-levels-cefr

In this notice of competitions we will refer to the languages as:

— Language 1: language used for the computer-based Multiple-Choice Question tests

— Language 2: language used for the application form, assessment centre and communication between EPSO and the
candidates who have submitted a valid application. This must be different from language 1.

Language 2 must be English or French

As the IT tools used by staff in these profiles, and the training provided to new recruits in order to work with them, are
solely available in English and French, language 2 must be chosen among one of these two.

Moreover, recruited candidates in Media and Digital Communication are required to have a good knowledge of English and|
or French as they must be able to interact with/support the existing staff pool within the Institutions who already carry out
communication activities (Intranet, social media, mailing, etc.), projects and events in one of these two languages.

3) Specific conditions — qualifications & work experience

For EPSO/AD/347/17:

A level of education which corresponds to completed university studies of at least 3 years attested by a diploma in
communication studies, e.g. media studies, journalism, public relations, marketing and communications, followed by at
least 3 years’ relevant professional experience directly linked to the duties concerned

or

A level of education which corresponds to completed university studies of at least 3 years attested by a diploma, other than
that mentioned above, followed by professional experience of at least 6 years in one of the following fields: press agency,
TV broadcaster, PR agency, a web company, journalism, communication consultancy, web and/or external communication
in public or private organisations, project management.


https://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr
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For EPSO|AST/143/17:
1. Webmaster

A level of education which corresponds to completed post-secondary education of at least 3 years attested by a diploma in
the field of information technologies (e.g. web communication or multimedia project management or similar), followed by
at least 3 years’ relevant professional experience directly linked to the duties concerned

or

A level of education which corresponds to completed secondary education attested by a diploma giving access to post-
secondary education, followed by at least 6 years’ relevant professional experience directly linked to the duties concerned.

2. Communication Assistant

A level of education, which corresponds to completed post-secondary education of at least 3 years attested by a diploma in
the field of communication, media studies, journalism or public relations, followed by at least 3 years’ relevant professional
experience directly linked to the duties concerned

or

A level of education, which corresponds to completed secondary education attested by a diploma giving access to post-
secondary education, followed by at least 6 years’ relevant professional experience directly linked to the duties concerned.

3. Visual Communication Assistant

A level of education, which corresponds to completed post-secondary education of at least 3 years attested by a diploma in
the field of visual communication and design (e.g. graphic design, product design or similar) followed by at least 3 years’
relevant professional experience directly linked to the duties concerned

or

A level of education, which corresponds to completed secondary education attested by a diploma giving access to post-
secondary education, followed by at least 6 years’ relevant professional experience directly linked to the duties concerned.

Please see ANNEX IV for examples of minimum qualifications
HOW WILL I BE SELECTED?
1) Application process

You must fill in your application form in the language you have chosen as your language 2 (see section ‘Specific
conditions — languages’).

When completing your application form, you will be asked to confirm your eligibility for the competition and provide
further information relevant to the competition and profile chosen (for example: diplomas, work experience and answers
to field-specific questions (Talent Screener)). You will also have to select your language 1 (any of the 24 official EU
languages) and your language 2 (English or French).

By validating your application form you declare on your honour that you meet all the conditions mentioned under the
section ‘Am I eligible to apply?” Once you have validated your application form, you will no longer be able to make any
changes. It is your responsibility to ensure that you complete and validate your application within the deadline.
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2) Computer-based Multiple-Choice Question (MCQ) tests

If the number of candidates exceeds a certain threshold, as defined for each competition and profile by the director of EPSO
acting as Appointing Authority, all candidates who validated their application form by the deadline will be invited to sit a
series of computer-based MCQ tests in one of EPSO’s accredited centres.

Unless instructed otherwise, you must book an appointment for the MCQ tests following the instructions received from
EPSO. Typically you will be offered several dates on which you can sit the tests, in various locations. The booking and
testing periods are limited.

If the number of candidates is below the threshold, these tests will be held at the assessment centre (point (5)) instead.

The computer-based MCQ tests will be organised as follows:

Tests Language Questions Duration Marking Pass mark
Verbal reasoning Language 1 20 questions 35 min Out of 20 10/20
Numerical reasoning Language 1 10 questions 20 min Out of 10 Numerical + ab-

stract combined:

Abstract reasoning Language 1 10 questions 10 min Out of 10 10/20

These tests are eliminatory and do not count towards the other tests held at the assessment centre.

3) Eligibility checks

The eligibility requirements laid down in the section ‘Am I eligible to apply?” above will be checked on the basis of the data
provided in the candidates’ online application. EPSO will check whether you meet the general eligibility conditions while the
Selection Board will check compliance with the specific eligibility conditions.

There are 2 possible scenarios:

— If the computer-based MCQ tests are organised upfront, the files of the candidates who reached all pass marks will be
checked for eligibility in descending order of the marks obtained in those tests until the number of eligible candidates
reaches a certain threshold defined for each competition and profile before the tests by the director of EPSO acting as
Appointing Authority. The other files will not be checked.

— If the computer-based MCQ tests are not organised upfront, the files of all candidates who validated their application
form by the deadline will be checked for eligibility.

4) Selection based on qualifications (Talent Screener)

In order to allow the selection board to carry out an objective assessment of the comparative merits of all candidates in a
structured way, all candidates in the same competition and profile must answer the same set of questions in the ‘Talent
Screener’ section of the application form. The selection based on qualifications will be carried out, only for those
candidates deemed eligible as described above in point 3, using solely the information provided in this Talent Screener
section. You should therefore include all relevant information in your Talent Screener answers, even if already mentioned in
other sections of your application form. The questions are based on the selection criteria included in this notice.

Please see ANNEX 1I for the list of criteria.
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To carry out the selection based on qualifications, the selection board will first assign each selection criterion a weighting
that reflects its relative importance (1 to 3) and each of the candidate’s responses will be awarded between 0 and 4 points.
The points are multiplied by the weighting for each criterion and added up to identify those candidates whose profiles best
match the duties to be performed.

Only the candidates with the highest overall marks at the selection based on qualifications will go through to the next stage.

5) Assessment centre

A maximum of 3 times the number of successful candidates sought for each competition and profile will be invited to this
phase. If you meet the eligibility requirements according to the data in your online application and if you scored one of the
highest overall marks for the selection based on qualifications, you will be invited to attend an assessment centre for 1 or
2 days, most probably in Brussels, where you will take tests held in your language 2.

If the computer-based MCQ tests described in point 2 were not organised upfront, you will sit them at the assessment
centre. These tests are eliminatory and the marks obtained will not be added to the marks of the other assessment centre
tests in the calculation of your final overall marks.

Unless instructed otherwise, you will have to bring your supporting documents (originals or certified copies) to your
assessment centre. EPSO will scan these during your assessment centre tests and return them to you on the same day.

Seven general competencies for the AST competition, and eight general competencies for the AD competition, as well as the
specific competencies required for each competition and profile, will be tested at the assessment centre through five tests
(general and specific competency-based interviews, group exercise, case study and field-specific test) as described in the
following matrices:

Competency Tests

1. Analysis and problem-solving Group exercise Case study

2. Communication Case study General competency-based interview
3. Delivering quality and results Case study General competency-based interview
4. Learning and development Group exercise General competency-based interview
5. Prioritising and organising Group exercise Case study

6. Resilience Group exercise General competency-based interview
7. Working with others Group exercise General competency-based interview
8. Leadership (only evaluated Group exercise General competency-based interview

for EPSO/AD/347/17)
Pass marks EPSO/AST/[143[17 3/10 per competency and 35/70 in total

Pass marks EPSO/AD[347/17 3/10 per competency and 40/80 in total




12.10.2017 Official Journal of the European Union C 341 A7

Competency Tests
Specific competencies Specific competency-based interview
Pass mark 25/50
Specific competencies Drafting of a note relating to the duties in question
Pass mark 25/50

6) Reserve list

After checking candidates’ eligibility against their supporting documents, the selection board will draw up a reserve list for
each competition and profile — until the number of successful candidates sought is reached — of those eligible candidates
who have obtained all pass marks as well as the highest overall marks following the assessment centre. Names will be listed
alphabetically.

The reserve lists and the competency passports, giving qualitative feedback from the Selection Board, of successful
candidates will be made available to the EU institutions for recruitment procedures and future career development.
Inclusion on a reserve list does not confer any right to or guarantee of recruitment.

The Institutions will check the profiles of the successful candidates on the reserve list in order to identify those who best
match their needs. At the time of recruitment, the knowledge of specific languages may constitute an asset for the
institutions depending on the linguistic needs of their services. In this context, the European Parliament is more interested
in successful candidates with knowledge of Bulgarian, Croatian, Czech, Estonian, Finnish, Greek, Hungarian, Irish,
Lithuanian, Maltese, Slovenian or Swedish.

WHEN AND WHERE CAN I APPLY?
Apply online on the EPSO website http:/[jobs.cu-careers.eu by:
14 November 2017 at 12.00 (midday), CET.


http://jobs.eu-careers.eu
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ANNEX
DUTIES
EPSO/AD|347[17

Communication Specialist

Duties may involve:

— contributing to the definition and implementation of communications strategies and coordinating the management of
communications activities;

— creating and coordinating the production of communication content on EU issues and policies in your main language
and/or in English and/or French and activities in various forms for the website, social media, audiovisual, email and
other written publications, in accordance with editorial guidelines;

— forging and maintaining relations with journalists about the EU institutions’ political and legislative activities, pitching
interesting stories to the media;

— ensuring that all content is user-focused, accurate, relevant and conformist to search engine optimisation requirements;

— planning, managing and executing digital communications projects;

— promoting content via digital marketing campaigns across multiple channels (e.g. social media, email, search engine
optimisation/search engine marketing);

— monitoring, alerting and evaluating the EU’s presence on online platforms and media to ensure a better editorial
planning by developing strategies to increase the return in earned media (online, social, press, media, television);

— managing large scale web projects such as website, broadcasting, Content Management System migration, mailing
systems, and other relevant tools in cooperation with the ICT departments; developing and designing new projects
geared primarily at implementing web technology and IT;

— analysing digital trends and platform updates and using website analytics tools;

— evaluating and measuring content performance against performance indicators and business goals;

— launching and managing public procurement procedures related to the activities in the communications field, including
drafting and validating technical specifications;

— managing the budget for communications projects, tools and consultancy;

— creating user research deliverables (personas, user journey maps, wireframes, usability reports);

— analysing user experience trends, using user research methods and tools;

— organising usability tests and collecting user research data from various sources.
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EPSO/AST/143[17
1. Webmaster
Duties may involve:

— creating, managing, updating and monitoring the Institution’s websites and subsites by collecting, editing and adapting
contents and multimedia elements, including vector illustrations, icons, interactive infographics and audio and video
objects;

— translating business needs into technical requirements for developers and producing specification documents;
— managing technical services such as email subscription platforms and Content Management System;

— planning release cycles for new features, platform changes and bug-fixing and ensure timely delivery;

— knowledge of Agile method applied to web development projects;

— producing accurate web analytics reports and ensuring web traffic is tracked;

— ensuring the monitoring of technological developments in the field concerned;

2. Communication Assistant

Duties may involve:

— contributing to the management of communications activities and to the preparation/distribution of the Institution’s
information materials;

— monitoring media and social media, ensuring enquiries are directed to the appropriate teams. This includes flagging to
administrators to ensure rapid reaction where necessary;

— managing and maintaining the Institution’s presence on social networks;
— organising events and/or exhibitions for media and the general public;

— carrying out documentary searches, responding to information requests, cataloguing and indexing information,
preparing files and impact presentations;

— monitoring networks of correspondents in civil society; ensuring the distribution of lists is up-to-date;

— selecting or withdrawing information according to the European Union’s policies and updating this information both in
paper format and online;

— establishing and maintaining media contacts in national, regional and local newspapers, television, radio and websites
and ensuring the distribution lists are up-to-date;

3. Visual Communication Assistant
Duties may involve:

— assisting with the implementation of the EU Institutions’ communications strategies and special projects related to
major political and corporate occasions;

— contributing to the management of communications activities and to the preparation/distribution of the Institution’s
information materials;
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— ensuring the graphic design of publications by creating covers, logos, visual identities for communication packages,
graphics and other visuals as needed;

— applying the existing institutional Visual Identity guidelines and verifying its correct application by others;

— defining the technical and graphic data of publications, reviewing and correcting the layout of brochures, posters, etc.
and ensuring the management and follow-up of the printing process;

— ensuring the monitoring of technological developments in the field concerned;

— creating data graphics and infographics for the web and print;

— transforming complex data into clear and concise graphs, maps and other visualisation formats;
— creating vector illustrations and icons;

— creating interactive infographics and prototypes through the use of HTML5/CSS3

— using multichannel production processes to prepare visuals, infographics and layouts across a wide spectrum of
channels, media and languages;

— contributing to internal knowledge-sharing and further professionalisation of Visual Communication Assistants.

These duties also require a good knowledge of Adobe Creative Suite Cloud, in particular Adobe Illustrator, Photoshop and
InDesign CC and/or website analytics tools (e.g. Google Analytics).

End of ANNEX I, click here to return to main text



12.10.2017 Official Journal of the European Union C 341 A[11

ANNEX II

SELECTION CRITERIA

The selection board considers the following criteria for the selection based on qualifications:

EPSO/AD/347[17

1. Communication Specialist

1. Professional experience in designing, implementing, coordinating and evaluating communication strategies for the
private or public sector.

2. Professional experience in designing, implementing, monitoring and evaluating communication campaigns for the
private or public sector, including digital promotion campaigns.

3. Professional experience as a journalist (written, audiovisual or web) or as a spokesperson/press officer.

4. Professional experience in editing, copywriting and producing content (web, audiovisual, written, infographics) for
different platforms and different target audiences.

5. Professional experience in public relations (PR), advertising and events management.

6. Professional experience in managing communications projects and their implementing tools.

7. Professional experience in organising and implementing social media presence of an organisation and driving
community engagement.

8. Professional experience in establishing budget estimates, allocating and following up the budget for communication
services, tools and media buys.

9. Professional experience with the use of content management systems (CMS), including content entry, editing,
workflows and publishing.

10. Professional experience in drafting technical requirements (e.g. functional analysis and specifications), including for
migration of websites.

11. Professional experience in researching, identifying and tracking the relevant audiences through quantitative and
qualitative user research and analysing and reporting web and social media analytics (metrics).

12. Professional experience in creating user research deliverables (personas, user journey maps, wireframes, usability
reports) in order to develop user-centric products.

EPSO/AST(14317

1. Webmaster

1. Professional experience in content and website management (use of Content Management System and emailing

platforms).

2. Professional experience in drafting technical requirements documents (wireframes and specifications).

3. Professional experience in using analytics tools such as Google Analytics.

4. Professional experience in organising training sessions in this field (e.g. training users to back-end tools).
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5. Professional experience in working with multidisciplinary teams (editors, back-end and front-end developers) in an Agile
environment.

. Professional experience in web usability.

. Professional experience in search engine optimisation (SEO).

. Professional experience in accessibility requirements for public organisations websites.

. Communication Assistant

. Professional experience in working in a Press Office/Communications or public relation agencies.

. Professional experience in organising any kind of public events for stakeholders, the general public and youth.
. Professional experience in preparing impact communication and presentation.

. Professional experience in electronic and person-to-person information services.

Vi A W N =N N N

. Professional experience in dealing with clients and in performing all aspects of information services, from searching to
cataloguing and indexing the information.

. Professional experience in using social media for promoting content and news stories.
. Professional experience in establishing and maintaining media contacts.

. Visual Communication Assistant

W N DN

Professional experience in using data analysis, graphic design, programming and technology tools to present data in
ways that are accessible, appealing and interactive, such as graphs, maps, infographics and other visualisation formats
for web and print.

Professional experience in working with Adobe Creative Cloud, in particular Hllustrator, Photoshop and InDesign.
Professional experience in creating vector illustrations and icons.

Professional experience in creating interactive or animated infographics and prototypes.

A I

Professional experience in multichannel production processes for the preparation of visuals, infographics and layouts
across a wide spectrum of channels.

6. Professional experience in ensuring the usability and accessibility of sites and/or web applications, and compliance with
recognised standards (e.g. HTML, CSS).

7. Professional experience in designing and pre-press for publications, brochures and leaflets (print and online
publication).

8. Professional experience in creating visuals for social media.
9. Professional experience in designing roll-ups, backdrops (including for video recordings) and posters.
10. Professional experience in branding and creating visual identities.

End of ANNEX II, click here to return to main text
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ANNEX III

GENERAL RULES GOVERNING OPEN COMPETITIONS

GENERAL INFORMATION

Any reference, in the framework of selection procedures organised by EPSO, to a person of a specific gender must be
deemed also to constitute a reference to a person of any other gender.

Where candidates tie for the last available place at any stage of the competition, they will all go through to the next stage of
the competition. Any readmitted candidates following a successful appeal will also be invited to the next stage.

Where candidates tie for the last available place on the reserve list, they will all be included on the reserve list. Any
readmitted candidates following a successful appeal at this stage of the procedure will also be added to the reserve list.

1. WHO CAN APPLY?
1.1. General and specific conditions

The general and specific conditions (including knowledge of languages) for each field or profile are indicated in the section
‘Am [ eligible to apply?..

Specific conditions regarding qualifications, professional experience and knowledge of languages vary depending on the
profile requested. In your application, you should include as much information as possible regarding your qualifications and
professional experience (where required) as described in the section ‘Am I eligible to apply?’ of this notice that is relevant to
the duties.

(a) Diplomas and|or certificates: Diplomas, whether issued in EU or non-EU countries, should be recognised by an
official EU Member State body, e.g. an EU Member State’s education ministry. The selection board will allow for
differences between education systems.

For post-secondary education and technical, professional or specialist training, indicate the subjects covered, the
duration and whether it was full-time, part-time or an evening class.

—
=

Professional experience (if required) will be taken into account only if it is relevant to the required duties and:
— constitutes genuine and effective work;
— is remunerated;
— involves a subordinate relationship or the supply of a service; and
— subject to the following conditions:
— voluntary work: if remunerated and involving similar weekly hours and duration to a regular job;
— traineeships: if remunerated;

— compulsory military service: completed before or after the required diploma for a period not exceeding the
statutory duration in your Member State;

— maternity/paternity/adoption leave: if covered by an employment contract;

— doctorate: for a maximum of 3 years, provided the doctorate was actually obtained, and whether or not the
work was remunerated; and

— part-time work: calculated pro rata on the basis of the number of hours worked, e.g. half-time for 6 months
would count as 3 months.
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1.2. Supporting documents

At different steps of the selection procedure, you will need to provide an official document proving your citizenship (e.g.
passport or identity card) which must be valid on the closing date of your application (closing date of the first part of your
application in the case of a two-part application scenario).

All periods of professional activity must be covered by originals or certified photocopies of:

— documents from former and current employer(s) stating the nature and level of duties performed, and start and end
dates, with the official header and stamp of the company, and the name and signature of the person in charge; or

— employment contract(s) and first and last pay slips, with a detailed description of the duties performed;

— (for non-salaried work, e.g. self-employed, liberal professions) invoices or order forms detailing the work performed
or any other relevant official supporting documents;

— (for conference interpreters where professional experience is required) documents attesting the number of days, and
languages interpreted from and into, relating specifically to conference interpreting.

In general, no supporting documents are required to prove your knowledge of languages, except for some linguist or
specialist profiles.

You may be asked for additional information or documents at any stage of the procedure. EPSO will inform you of what
supporting documents you need to provide and when.

1.3. Equal opportunities and special adjustments

If you have a disability or a medical condition that may hinder your ability to sit the tests, please indicate this in your
application form and let us know the type of special adjustments you need. If a disability or condition develops after the
deadline for applications, you must inform EPSO as soon as possible using the information indicated below.

Please note that you will have to send a certificate from your national authority or a medical certificate to EPSO in order for
your request to be taken into consideration. Your supporting documents will be examined, so that reasonable
accommodation can be made where required.

For more information, please contact the EPSO-accessibility team by:
— email: (EPSO-accessibility@ec.europa.cu);

— fax (+ 32 2 299 80 81); or

— post:

European Personnel Selection Office (EPSO)
EPSO accessibility

Avenue de Cortenbergh/Kortenberglaan 25
1049 Bruxelles/Brussel

BELGIQUE/BELGIE

2. BY WHOM WILL I BE ASSESSED?

A selection board is appointed to compare candidates and select the best ones on the basis of their competencies, aptitudes
and qualifications in the light of the requirements set out in this notice of competition. Its members also decide on the
difficulty of the competition tests and approve their content on the basis of proposals made by EPSO.
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To ensure the selection board’s independence, it is strictly forbidden for candidates or anyone outside the board to attempt
to contact any of its members, except in the context of tests which require direct interaction between the candidates and the
board.

Candidates who wish to state their case or assert their rights must do so in writing, addressing their correspondence
intended for a selection board to EPSO, which will pass it on to the board. Any direct or indirect intervention by candidates
that does not comply with these procedures is forbidden and may result in disqualification from the competition.

The existence of a family relationship or a hierarchical link between a candidate and a selection board member, in particular,
gives rise to a conflict of interest. Selection boards are asked to declare any such situations to EPSO immediately when they
become aware of them. EPSO will evaluate each case individually and take the appropriate measures. The non-respect of the
above mentioned rules could make selection board members liable to disciplinary action and result in disqualification from
the competition for candidates (see Section 4.4).

The names of the selection board members are published on the EPSO website (www.eu-careers.eu) before the beginning of
the assessment centre/phase.

3. COMMUNICATION
3.1. Communication with EPSO

You should consult your EPSO account at least twice a week to keep track of your progress during the competition. If you
are prevented from doing so because of a technical problem on EPSO’s side, you must notify EPSO immediately

— preferably via the ‘contact us’ section of the EPSO website (www.cu-careers.eu); or
— by phone via Europe Direct (00 800 67 89 10 11); or
— by post:

European Personnel Selection Office (EPSO)
Avenue de Cortenbergh/Kortenberglaan 25
1049 Bruxelles/Brussel

BELGIQUE/BELGIE

EPSO reserves the right not to supply information that is already clearly stated in this notice of competition, its annexes or
on the EPSO website, including under ‘frequently asked questions'.

In all correspondence relating to an application, please mention your mame as given in your EPSO account, your
application number and the reference number of the selection procedure.

EPSO applies the principles of the code of good administrative behaviour https://ec.europa.eufinfo/about-european-union/
principles-and-values/ethics-and-integrity/code-conduct-eu-staff_en (as published in the Official Journal). Accordingly, EPSO
reserves the right to cease any improper (i.e. repetitive, abusive and/or irrelevant) correspondence.

3.2. Access to information

Candidates have specific rights of access to certain information concerning them individually, granted in the light of the
obligation to state reasons, in order to allow for an appeal against rejection decisions.

This obligation to state reasons must be balanced with the confidentiality of the selection board proceedings, which ensures
the boards’ independence and the objectivity of the selection. Due to confidentiality, attitudes adopted by members of
selection boards regarding the individual or comparative assessments of candidates cannot be disclosed.

These access rights are specific to candidates in an open competition and legislation on public access to documents may not
confer on them rights broader than those specified in this section.


https://ec.europa.eu/info/about-european-union/principles-and-values/ethics-and-integrity/code-conduct-eu-staff_en
https://ec.europa.eu/info/about-european-union/principles-and-values/ethics-and-integrity/code-conduct-eu-staff_en
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3.2.1. Automatic disclosure

You will automatically receive the following information via your EPSO account after each stage of the selection process
organised for a given competition:

— MCQ tests: your results and a grid with your answers and the correct answers by reference number/letter. Access to the
text of the questions and answers is explicitly excluded;

— eligibility: whether you were admitted; if not, the eligibility conditions that were not met;

— Talent Screener: your results and a grid with the question weightings, the points awarded for your answers and your
total score;

— preliminary tests: your results;
— intermediate tests: your results if you are not amongst the candidates invited to the next phase;

— assessment centre/phase: if you are not disqualified, your competency passport showing your overall marks for each
competency and the selection board’s comment providing quantitative and qualitative feedback on your performance at
the assessment centre/phase.

As a rule, EPSO does not communicate to candidates any source texts or test assignments, as these are intended for reuse in
future competitions. For certain tests, however, it may exceptionally publish the source texts or assignments on its website
if:

— the tests have been completed;
— the results have been established and communicated to candidates; and
— the source texts/assignments are not intended for reuse in future competitions.

3.2.2. Information on request

You may request an uncorrected copy of your answers in written tests where the content is not intended for reuse in
future competitions. This explicitly excludes answers to case studies.

Your corrected answer papers and the details of the marking, in particular, are covered by the secrecy of selection board
proceedings and will not be disclosed.

EPSO endeavours to make as much information available to candidates as possible, in accordance with the obligation to
state reasons, the confidential nature of selection board proceedings and the rules on the protection of personal data. All
requests for information will be evaluated in light of these obligations.

Any requests for information should be submitted via the ‘contact us’ section of the EPSO website (www.eu-careers.cu)
within 10 calendar days of the day your results were published in your EPSO account.

4. COMPLAINTS AND ISSUES

4.1. Technical issues

If, at any stage of the selection procedure, you encounter a serious technical or organisational problem, in order to allow us
to investigate the issue and take corrective measures, please inform EPSO immediately:
— preferably via the ‘contact us’ section of the EPSO website (www.cu-careers.eu); or

— by post:

European Personnel Selection Office (EPSO)
Avenue de Cortenbergh/Kortenberglaan 25
1049 Bruxelles/Brussel

BELGIQUE/BELGIE
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In all correspondence, please mention your name (as given in your EPSO account), your application number and the
reference number of the selection procedure.

For problems occurring outside test centres (e.g. concerning the application or booking process), please contact EPSO
(see Section 3.1) with a brief description of the problem.

If the problem occurs at a test centre, please:
— alert the invigilators and ask them to record your complaint in writing; and

— contact EPSO via the ‘contact us’ section of the EPSO website (www.eu-careers.eu) with a brief description of the
problem.

4.2. Internal review procedures
4.2.1. Error in the computer-based multiple choice questions (MCQs)

The MCQ database is subject to permanent in-depth quality control by EPSO and selection boards.

If you believe that an error in one or more of the MCQs affected your ability to answer, you are entitled to ask for the
question(s) to be reviewed by the selection board (under the ‘neutralisation’ procedure).

Under this procedure, the selection board may decide to cancel the question containing the error and to redistribute the
points among the remaining questions of the test. Only those candidates who received that question will be affected by the
recalculation. The marking of the tests remains as indicated in the relevant sections of this notice of competition.

Arrangements for complaints about the MCQ tests are as follows:

— procedure: please contact EPSO (see Section 3.1) only via the online contact form;
— language: in the Language 2 you chose for the competition in question;

— deadline: within 10 calendar days of the date of your computer-based tests;

— additional information: describe what the question was about (content) in order to identify the question(s) concerned,
and explain the nature of the alleged error as clearly as possible.

Requests received after the deadline or that do not clearly describe the contested question(s) and alleged error
will not be taken into account.

In particular, complaints merely pointing out alleged issues of translation, and which do not clearly specify the problem,
will not be taken into account.

4.2.2. Requests for review

You can request a review of any decision taken by the selection board or EPSO that establishes your results and/or
determines whether you can proceed to the next stage of the competition or are excluded.

Requests for review may be based on:
— a material irregularity in the competition process; and/or

— non-compliance, by the selection board or EPSO, with the Staff Regulations, the notice of competition, its annexes and/
or case law.

Please note that you are not allowed to challenge the validity of the selection board’s assessment of the quality of your
performance in a test or the relevance of your qualifications and professional experience. This assessment is a value
judgment made by the board and your disagreement with the board’s evaluation of your tests, experience and/or
qualifications does not prove that it has made an error. Requests for review submitted on this basis will not lead to a
positive outcome.
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Arrangements for requests for review are as follows:

— procedure: please contact EPSO (see Section 3.1);

— language: in the Language 2 you chose for the competition in question;

— deadline: within 10 calendar days of the date on which the contested decision was published in your EPSO account;
— additional information: indicate clearly the decision you wish to contest and on what grounds.

Requests received after the deadline will not be taken into account.

You will receive an acknowledgment of receipt within 15 working days. The body which took the contested decision (either
the selection board or EPSO) will analyse and decide on your request and you will receive a reasoned reply as soon as
possible.

If the outcome is positive, you will be re-entered in the selection process at the stage at which you were excluded,
regardless of how far the competition has progressed in the meantime.

4.3. Other form of contestation
4.3.1. Administrative complaints

As a candidate in an open competition, you have the right to address an administrative complaint to the Director of EPSO
acting as the appointing authority.

You may submit a complaint against a decision, or lack thereof, that directly and immediately affects your legal status as a
candidate, only if the rules governing the selection procedure have clearly been infringed. The Director of EPSO cannot
overturn a value judgment made by a selection board (see Section 4.2.2).

Arrangements for administrative complaints are as follows:
— procedure: please contact EPSO (see Section 3.1);
— language: in the Language 2 you chose for the competition in question;

— deadline: within 3 months of notification of the contested decision or of the date by which a decision should have
been made;

— additional information: indicate clearly the decision you wish to contest and on what grounds.
Requests received after the deadline will not be taken into account.

4.3.2. Judicial appeals

As a candidate in an open competition, you have the right to submit a judicial appeal to the General Court.

If you wish to appeal against a decision taken by EPSO, you must first make an administrative complaint (see Section 4.3.1).
Arrangements for judicial appeals are as follows:

— procedure: please consult the website of the General Court (http://curia.europa.eufjcms)).

4.3.3. European Ombudsman

All EU citizens and residents can make a complaint to the European Ombudsman.

Before you submit a complaint to the Ombudsman, you must first make the appropriate administrative
approaches to the institutions and bodies concerned (see Sections 4.1-4.3).


http://curia.europa.eu/jcms/
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Making a complaint to the Ombudsman does not extend the deadlines for lodging administrative complaints or judicial
appeals.

Arrangements for complaints to the Ombudsman are as follows:
— procedure: please consult the website of the European Ombudsman (http://www.ombudsman.europa.eu/).

4.4. Disqualification from the selection procedure

You may be disqualified at any stage in a selection procedure if EPSO finds that you:
— have created more than one EPSO account;

— have applied to incompatible fields or profiles;

— do not meet all the eligibility conditions;

— made false declarations or declarations unsupported by the appropriate documents;
— have failed to book or sit your tests;

— have cheated during the tests;

— did not declare in your application form the language, or one of the languages, required as Language 2, or did not
declare the minimum level required for Language 2;

— attempted to contact a member of the selection board in an unauthorised manner;
— failed to inform EPSO of a possible conflict of interest with a selection board member;

— submitted your application in a language other than that/those specified in this notice of competition (allowances may
be made regarding the use of another language for proper nouns, official titles and job titles as indicated in the
supporting documents or labels/titles of diplomas); and/or

— signed or wrote a distinctive mark on anonymously marked written or practical tests.

Candidates for recruitment by the EU institutions must show the highest possible integrity. Fraud or attempted fraud may
render you liable to penalty and compromise your eligibility for future competitions.

End of ANNEX III, click here to return to main text


http://www.ombudsman.europa.eu/
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