
 

 Job Description  
1. POSITION TITLE:   Junior Professional Officer - EU Policy 

2. FUNCTIONAL GROUP: P1 

3. LOCATION:    European Regional Office, Brussels, Belgium  

4. DURATION:   12 months (renewable) 

5. REPORTING RESPONSIBILITIES: 

Under the overall guidance of the Senior Manager - Policy & Programme, the 

reporting responsibilities of this position are as follows: 

Reporting to:  

Direct Reporting Line Reporting Areas 

Senior Manager - 

Policy & Programme 

All work related to support in implementation of IUCN 

Europe’s current work programme as well as the 

development of the future work programme, supporting 

the activities related to European Policy and 

Programme. 

 

- Direct reporting line indicates those staff members this position directly reports 

to, and is responsible for performance appraisals of this position. 

- Functional Reporting line indicates staff this position reports to or interacts with 

and who this position is accountable to for the specific function. 

6. COMPLIANCE WITH THE DELEGATION OF AUTHORITY  

The JPO is expected to comply with the IUCN Delegation of Authority (DoA) 

current at any particular time, and the sub-delegations issued thereof.  Such 

compliance must be exercised with due diligence and regard for the letter, spirit 

and purpose of the DoA. 

7. BACKGROUND: 

IUCN is the largest professional global conservation network dealing with 

environment and sustainable development with more than 1,300 member 

organizations including 200+ government and 900+ non-government 



organizations and almost 13,000 voluntary scientists and experts, grouped in six 

Commissions in some 160 countries. 

IUCN is an equal opportunity employer. We promote personal and professional 

development. Supervision and mentorship are provided at different levels. Direct 

supervision and mentorship are provided by the line manager, the Director, 

Global Strategic Partnerships. The JPO will receive supervision and mentorship 

including on strategic issues such as developing strategic engagement with IUCN 

institutional partners, developing work packages for donors and donor relations 

and mentorship on professional development.  

The IUCN European Regional Office provides regional and global services to the 

organisation. Based in Brussels, the Office provides vital linkages for IUCN (its 

Members, National Committees, scientific Commissions and the global 

Secretariat) to key EU institutions and other public and private actors with regional 

headquarters in Brussels.  

The JPO will be part of the IUCN annual performance appraisal system, designed 

to ensure that employees understand their outcomes for the appraisal year based 

on their approved Work Plan, assess their own performance against that plan, are 

fairly evaluated for their performance during the appraisal year, and are given 

opportunities for career development. At the beginning of the year, the JPO will 

develop an annual Work Plan which will be evaluated at the beginning of the 

following year. Quarterly, the JPO and the supervisor will have face-to-face 

meetings to discuss progress of the work plan and plan for next quarter. Based on 

quarterly discussions and year-end appraisal, the JPO will be evaluated and 

scored.     

8. MAJOR RESPONSIBILITIES: 

Under the supervision of the Policy Officer, the JPO will assist the policy team with 

the implementation of IUCN Europe’s current work programme as well as the 

development of the future work programme, supporting the activities related to 

European Policy and Programme. The JPO will also support the organization of 

meetings and events internally and in collaboration with the EU Institutions -the 

European Commission, the European Parliament and the European Council-, as 

well as external communication activities of the office related to EU policy. 

activities and logistics for meetings. 

 

 



9. SPECIFIC DUTIES: 

• General support to the activities of the Policy Officer and the policy team, 

including some project- and policy-related activities (assisting with the 

implementation of IUCN Europe’s current work programme); 

• Carrying out research on EU policies and processes as well as latest 

developments related to nature conservation and sustainable development, in 

particular regarding Nature-based Solutions (NbS) and their relationship with the 

sustainable agriculture, as well as on metrics for sustainable agriculture, and 

others; 

• Monitoring the latest EU policy developments and producing communication 

materials such as newsletters, web stories, articles, brochures, fact sheets; 

• Monitoring the relevant activities of the EU institutions (e.g. major 

announcements, upcoming events and policy calendars, public consultations 

etc.), and preparing regular briefings; 

• Attending (virtual) meetings and conferences and reporting on the outcomes; 

• Organizing (virtual) events and meetings, including speaker liaison, logistics and 

onsite support; 

• Assisting in the preparation of speeches, PowerPoint presentations on a variety 

of topics related to IUCN’s mission; 

• Assisting in the liaison with EU Institutions, IUCN members and partners;  

• Providing a range of administrative support functions on a day-to-day basis, 

including assisting with project management activities and logistics for meetings. 

Please Note: The above TORs contain the main responsibilities and duties of this 

position. However, in an ever-evolving organisation such as IUCN, staff members 

are expected to show flexibility in their approach to work and be willing to 

undertake other tasks that are reasonably allocated to them but which are not 

part of their regular TORs.  Where any task becomes a regular part of staff 

member’s responsibilities, the TORs should be changed in consultation between 

the manager, the staff member and the HR Unit.  Any one of the three may initiate 

the consultation. 

 

 



10. POSITION REQUIREMENTS 

Applicants must: 

• A relevant Bachelor’s or Master’s degree with a focus on environmental policy, 

sustainable development, international relations - or another discipline relevant 

to nature conservation, natural resources management, sustainable 

development or international policy; 

• An affinity with the vision and mission of IUCN and a strong interest in and good 

understanding of European environmental policies, in particular for the circular 

economy, biodiversity, and sustainable agriculture; 

• A proficient level of written and spoken English, other languages are an asset; 

• Good organizational, administrative and reporting skills; 

• Strong writing skills and IT literate: MS Office; 

• The ability to work independently and on multiple tasks simultaneously; 

• The ability to meet tight deadlines without compromising the quality of outputs; 

• Be highly motivated to learn and develop new skills, keen to bring in own ideas; 

• A team player with a strong interest to work in an international environment; 

 


