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TITLE OF POST: Erasmus+ Projects Officer
LOCATION: University of Limerick
REPORTS TO: Erasmus+ Projects Manager
CONTRACT TYPE: Permanent
SALARY SCALE: €44,752 - €64,409 p.a.
Are you currently legally entitled to work and reside in Ireland?

 If you are not currently an EEA Citizen and have stated you are currently legally entitled to work and reside in Ireland. You MUST upload a copy of your current Visa and Work permit in the attachments section application form, or your application will not be processed. 

Please note your current work authorisation status must allow you to fulfil the terms of the contract on offer.
JOB DESCRIPTION
JOB SYNOPSIS:
The Erasmus+ Projects Officer is tasked with developing Erasmus+ projects in line with UL’s strategic priorities Erasmus+ projects, including International Credit Mobility, Blended Intensive Programmes, and staff and PhD mobility. Reporting to the Erasmus+ Projects Manager, the role focuses on project management, supporting funding applications, fostering international partnerships, and ensuring compliance with EU regulations. Key responsibilities: Coordinating Erasmus+ activities and partnerships. Advising faculty and staff on funding opportunities. Promoting Erasmus+ through workshops and campaigns. Managing project budgets and ensuring financial compliance. The ideal candidate will have project management experience, strong communication skills, and a background in budget administration and Erasmus+ or similar EU-funded programmes.
JOB PURPOSE:
The Erasmus+ Project Officer is a key post in the UL Global team tasked with developing Erasmus+ projects in line with UL’s strategic priorities. Projects include Erasmus+ Key 1 International Credit Mobility (ICM), Blended Intensive Programmes, PhD, Faculty and Staff Mobility, Key Action 2 – Cooperation among Organisations and Institutions and Key Action 3 Support to Policy Development and Cooperation.

The Executive Administrator works with the Erasmus+ Projects Manager in the coordination and administration of Erasmus+ Projects and other funded EU partnership projects for UL. The Erasmus+ Projects Officer will be responsible for the provision of a professional and comprehensive management service supporting a number of activities associated with Erasmus+ projects. UL is currently involved in a number of projects. Increased future involvement through funding applications by UL Global, academics and staff will foster stronger links between UL and participating countries within and outside the EU. Erasmus+ projects participation increase visibility, strengthen ties with partners and enhance internationalisation.
The Erasmus+ Project Officer will proactively support professional support staff and faculty to engage with Erasmus+ mobility activities and projects. These are diverse roles covering the following main areas:
· The implementation and administration of Erasmus+ International Credit Mobility and Erasmus+ Blended Intensive Programmes, Staff mobility and PhD mobility. The objective of this is to increase staff mobility and partnerships across Europe and beyond including the strategic development of programmes and partnerships, measuring the impact of the activities and the administration in line with the European Commission rules and regulations.

· Support professional support staff and faculty members in the development, application, submission of new projects and the management of approved projects ensuring high quality application submissions, implementation and delivery of approved projects and results with impact.

· Advise professional support staff and faculty members of Erasmus+ mobility and project opportunities and results, to include the creation and dissemination of information campaigns, the development of workshops, and guidance material with the objective of increasing participation in Erasmus+ activities.

KEY ACCOUNTABILITIES:
· Provision of pre-application support to include promotion of opportunities and the writing of proposals and reports.

· Work with and identify funding opportunities under the Erasmus+ programme for UL academics and staff.

· Collate information centrally for UL regarding potential and current partnerships.

· Review applications in line with the qualitative and eligibility requirements providing feedback as required.

· Advise and disseminate information on project deadlines.

· Develop and maintain good practice guides and templates to assist applicants in drafting proposals.

· Lead as project administrative coordinator for UL approved projects ensuring the documents required for reporting are gathered.

· Liaise regularly on project administrative matters with the respective project coordinator within UL or the lead university.

· Monitor projects through regular progress reports as required by the coordinator throughout the project lifecycle.

· Maintain web-based sites for the project consortia; ensure that information pertaining to UL is available on the project website hosted by the project leader.

· Create content for, and update, the UL project website as required. Develop and maintain communication via a wide range of activity regarding each of the projects, newsletters, virtual campaigns etc.

· Create and deliver on workshops and training sessions for stakeholders.

· Consult, capture and analyse systems and processes to identity needs.

· Creating and configuring new processes to address gaps.

· Draw up relevant documentation, including agreements, in compliance with EU requirements as specified in contracts.

· Plan, organise, attend and lead on project meetings, virtual meetings, events and conferences as required.

· Represent the University by actively engaging with key stakeholders on a daily basis.

The workload will be distributed across the projects in line with the operational needs and deadlines of current and future projects.

CONTEXT:
Key Working Relationships & Contacts
· Reports to the Erasmus+ Projects Manager and works collegially with all UL Global/UL staff and faculty, in delivering Erasmus+ project objectives for the University.

· Reports on respective Erasmus+ international projects and collaborations.

· Liaises regularly with academic colleagues on applications for funding and all aspects of the organisation.

· Internationally, the post holder is a key point of contact for the University of Limerick on all matters pertaining to Erasmus+ partnership collaborative projects and may attend meetings, conferences/events or undertake visits to partner Universities if required.

· Internationally, the post holder regularly liaises with partner universities within approved projects and is the first point of contact for new projects.

· Work with national agencies, the EU Commission and other external bodies.

 

Working Environment/Special Circumstances
The role is primarily office based with the option to apply for blended working arrangements. There is occasional international travel such as conference attendance/partner visits/other. Some weekend and evening work is involved to meet international time differences and application deadlines.

Job Boundaries
The post holder works collaboratively with senior colleagues. The post holder plans, discusses and agrees a course of action with professional support staff, faculty members and senior colleagues leading and undertaking agreed actions. The post holder ensures the guidelines and instructions issued by the EU Commission, the National Agency and UL finance pertaining to Erasmus+ projects are adhered to and reported on.

DIMENSIONS:
Staff - The post holder works collaboratively with academic colleagues across departments and faculties and colleagues within UL Global.

Customer - The post holder is a first point of contact for Erasmus+ collaborative projects, staff mobility and blended intensive programmes within and externally to the University.

Operational - The post holder is responsible for the coordination of Erasmus+ applications at UL, record keeping and information dissemination, monitoring the budget etc. Ensure that the University adheres to the regulatory requirements of the EU Commission governing the organisation of Erasmus+ collaborative partnership projects is a key role.

Administration - The post holder is responsible for the efficient administration of Erasmus+ collaborative partnerships, staff mobility and Blended Intensive Programmes with UL colleagues. Strong quantitative reasoning skills, excellent communication and interpersonal skills required.

Budget - EU funding for Erasmus+ partnerships, staff mobility and Blended Intensive Programmes at UL is monitored by the post holder with approval of the Erasmus+ Projects Manager and the UL Project Coordinator as signatory. Each project budget is managed separately, in conjunction with UL Finance Division. Audit is undertaken by the EU on completion of projects, therefore records of all expenditure and project activities must be kept up to date and readily available.

KNOWLEDGE, FUNCTIONAL SKILLS, EXPERIENCE & QUALIFICATIONS:
Knowledge  

· Knowledge of best practice in the preparation and submission of Erasmus+ funding applications or similar - Essential
· Excellent verbal and written communication skills - Essential
· Demonstrated knowledge and awareness of working with colleagues, students and partners from diverse cultures - Essential
· Budget administration and financial reporting – Essential
Functional/Work-based Skills
· Highly organised and able to coordinate with excellent attention to detail - Essential
· Excellent customer service and care skills - Essential
· Creation, writing and design of promotional and marketing materials (Paper, electronic and web) - Essential
· High level of proficiency in MS Office 365 applications - Essential
· Ability to learn and work on own initiative and as part of a team - Essential
· Ability to multitask working to multiple deadlines - Essential
· At least one EU language other than English - Desirable
· Strong experience working with web software tools - Desirable
Experience 
· A minimum of 3 years’ experience in Erasmus+ or similar funding programmes - Essential
· A minimum of 3 years proven track record in budget administration - Essential
· A minimum of 3 years proven experience in project management and demonstrable delivery of results - Essential
· A minimum of 3 years proven track record in meeting and event organisation - Essential
· A minimum of 3 years’ demonstrable experience in technical and report writing skills as well as articles for publication in news and social media - Essential
Qualifications
· Primary (Level 8NFQ) degree or equivalent, or substantial acquired experience - Essential
BEHAVIOURAL COMPETENCIES:
	Customer Focus
Understands who the customer is and is willing and able to deliver high quality services, which meets the needs and exceeds the expectations of all customers. Constantly strives to find new ways to increase customer satisfaction.
	Level: 3

	Planning & Organising
The candidate will be well organised, be able to coordinate and progress the tasks associated with the position their own initiative and contribute to the on-going development, refinement and coordination of the management processes.
	Level: 3

	Using Initiative, Achieving, Goals
Identifies opportunities to meet the objectives of UL Strategic Plan in relation to internationalisation. Determines best method to achieve goal and maintains flexibility to ensure effective delivery of work. Uses initiative to solve problems where the solution may not be immediately apparent.
	Level: 3

	Decision Making & Problem Solving
Capable of acting on initiative and using judgement and knowledge. Resolves problems that occur on a regular basis and more complex infrequent problems. Uses judgment to assess exceptions.
	Level: 3

	Leadership
Gives direction and instruction. Keeps people informed and gets the best out of people through enthusiasm and recognition.
	Level: 3

	Effective Communication
Communicates detailed information clearly and accurately in written and oral format.
	Level: 3

	Team & Collaborative Working
Fosters a collaborative/team-working spirit. Actively helps and supports others to achieve team goals.
	Level: 3

	Effective Networking and Relationships
The post holder must possess the ability to work effectively with all stakeholders, including members of UL faculty, UL partner universities and the EU Commission. They must have excellent communication and interpersonal skills.
	Level: 3

	Innovation & Creative Thinking
Has the ability to think creatively and strives to continually improve working processes and areas of business.
	Level: 3

	Change, Adaptability and Flexibility
Recognises where changes can be made and takes steps to make those changes. Gains commitment from others to change as required in order to improve work practices and efficiency.
	Level: 3

	Continuous Development
Takes a positive approach towards development of self and others. Provides regular encouragement and support to reinforce key behaviours in others.
	Level: 3

	Thinking & Acting Strategically
Understands the culture and goals of the University as they relate to internationalisation. Generates ideas which contribute to UL Strategic Plan and UL Global objectives
	Level: 3


Qualifications: Please take note of the essential qualifications for this position as listed in the job description, if you are successful in being offered this position, the offer will be made pending the Chair of the selection committee, verifying your qualification. Therefore, after the interview you will be required to forward your transcripts to the Chair by email. No contract of employment will issue until all required documentation is received. 
Job description 
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