
 
 

GEECT Admin and Comms Coordinator (job descrip6on) 
  
 
Du$es  
The posi)on of GEECT Administration and Communica)ons Coordinator requires facilita)on 
of processes from mee)ngs, implementa)on of strategic organiza)onal procedures and high 
level skills in managing, wri)ng, communica)on and coordina)on of GEECT events and its 
ac)vi)es.  
Working closely with the GEECT execu)ve and its membership; administra)ve work derived 
from the execu)ve commiEee’s work will include tasks linked to: recording mee)ngs, 
compiling minutes, coordina)ng ac)vi)es and reports, event produc)on; travel, 
accommoda)on, hospitality and some budget management, tracking expenditure; report 
wri)ng and the implementa)on of good internal and external communica)on 
rou)nes. Support to events and support to external funding applica)ons. The posi)on will 
require ability to work with web communica)on and social media plaIorms. 
  
Assessment criteria  
  
Essen%al: 
 Knowledge base 
·       Documented experience of work in administra)on and project coordina)on 
·       Evidence of a highly developed and broad administra)ve skillset 
·       Experience of senior administra)ve role 
.       Basic project management skills  
 
Communica)on and digital skills 
·       Excellent communica)on and wri)ng skills 
·       Oral and wriEen fluency in English 
·       Evidence of broad set of digital competencies 
.       Manage web communica)on and web presence and updates 
·       Experience in social media communica)on in project(s) and/or ins)tu)onal work 
 
Personal profile 
·       Evidence of a capacity to use own ini)a)ve and problem solve 
·       Evidence of a capacity to work independently and collabora)vely 
·       Evidence of a capacity to persist and complete tasks 
·       Evidence of willingness to acquire new skills where required to complete task(s) 
.       Capacity to implement feedback in a posi)ve way and ability to work in a team 



DESIRABLE: 
· Experience of working in higher educa)on
· Experience of working in a mul)cultural context 
·      Experience in events management 
 
  

 

Employment  
The employment is part-)me for a limited contract of 50% for one year under the  
secondment model. This means candidates can come from a GEECT school that through a  
secondment model receive financial coverage for the )me alloca)on of the selected human 
resource. (it is a remote position, no 'office' provided)!
Start date is 1st April 2024, or a later date agreed upon with the successful applicant. 
The line manager for this post is the Chair of the GEECT Execu)ve. 
  
Contact informa$on  
Poten)al applicants are strongly encouraged to contact: Chair of GEECT, Manuel Damásio 
If you have any ques)ons about the recruitment process, please 
contact:  mjdamasio@ulusofona.pt 
  
Applica$on  
Submit your applica$on to the GEECT chair BY THE 29TH OF FEBRUARY. INTERVIEWS 
DURING FIRST WEEK MARCH. PUBLICATION RESULTS 25TH MARCH.  
As an applicant, it is your responsibility to ensure that the applica)on is complete as per the 
vacancy no)ce and received by the final applica)on deadline.  
  
The applica)on should contain: 

• A mo)va)on leEer in English describing how your previous experience qualifies you 
to meet the requirements of this post (max 3 pages). 

• Copy of ID card 
• A CV iden)fying two nominated referees (that may be approached by the panel for 

references) and their contact details (email & contact number). One of the 
nominated referees should preferably be a recent employer. The CV should provide 
some of the evidence relevant to the criteria itemised for the post. 

 
 
Shortlisted candidates will be required to complete a task test for the interview process. 

  
  


