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OFFER DESCRIPTION
	Enterprise/Organization
	

	Name
	UNIVERSITAT DE VALÈNCIA

	Address (street, postal code, city)
	AVDA. BLASCO IBAÑEZ, 13

	Country
	SPAIN

	Name and details of the person
to be contacted (phone, fax, email)
	ROSA ORTÍ

	Website
	www.uv.es/relint


	Job description
	

	Number of requested people
	2

	Type of work
	International mobility administrative support

	Description of tasks
	· Providing information in person, by telephone, via email or fax to students.

· Database maintenance.

· Administrative tasks.

· Translation of reports, newsletters and other documents. 

· Project management support



	Competences to be acquired
	· Organisation skills
·  Customer service issues, 
· Team work
· Ability to work under pressure
· project management skills



	Required periods
	

	Duration of training  (from 2 to 12 months)
	From Sept 2014 to July 2015.
Within this period the duration can be negotiable  (minimum: 4 months)

	Earliest and latest starting date (from Sept 2014 to Sept 2015)
	From Sept 2014 to July 2015.




	Requirements for the applicants
	

	xStudents
	xGraduates

	Preferred field of studies
	Public Administration

International Relations

Informatics and TIC

Cooperation for Development

Economics and Business
Foreign languages and Cultures

Journalism

	Language skills
	B2_Spanish; B2_English

	IT skills
	A good standard of Microsoft Office software



	Other knowledge and skills
	Literate, numerate and well organized individual. The role is primarily office based.  Self starting and able to communicate and liaise effectively with all levels within the organization.  


	Facilities guaranteed by the host enterprise 
	

	Salary and benefits (if any)
	None

	Accommodation (if any)
	None

	Canteen (if any)
	none


	Any other relevant information

	



	How to apply and deadline

	Contact Rosa Ortí (training@uv.es) by sending CV 



	In case of questions you can contact us:

Università degli Studi di Pavia

Servizio Relazioni Internazionali – Mobilità Internazionale
Via Sant’Agostino 1, 27100 Pavia (Italy)

erasmus@unipv.it – Tel: +39 0382 984302 – Fax: +39 0382 984314


