EUSTT

RECRUITING 2022
JOIN THE TEAM!

WE' RE L OOKI NG F OR A
GENERAL COORDI NATOR
Job summary
The role of the General Coordinator is to enable all members of the
EUSTT family to unleash their skills and ensure they actively
contribute to the Think Tank. In an abstract level, this entails
alignment with the goals and values of the organization. More
specifically, it means having in mind the big picture of what’s
happening in each Area, and smoothing the coordination between
them. You will be in charge of preparing, leading and summarizing
regular Board meetings, overseeing that progress is made. In
addition, you will help connect the EUSTT with the rest of the
EUTOPIA Alliance governance structure.
This position entails being part of the EUSTT Board and being in
close collaboration with the President of the Think Tank, taking part
in all major decisions of the organization.
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Responsibilities and duties
(this can be adapted to your strengths)

- Report to the President and discuss any major issues, sometimes
with urgency
- Coordinate with the heads of Area on day-to-day tasks
- Prepare Board meetings (usually every 2 weeks), set the agenda,
lead the discussion, write a summary and oversee the
implementation of decisions
- Prepare and manage less frequent meetings including everyone in
the organization
- Send emails, organize the shared Drive and make polls via
Telegram
- Be there for the team, and help out if necessary with specific tasks

Qualifications and skills
(the more of these you have, the better)

- A genuine interest in the project, its mission and its values
- Prior experience in management positions (goal-setting, planning…)
- Excellent communication skills in English
- A background in student associations, magazines or think tanks
- Enthusiastic, ambitious, forward-looking, team player, resultsoriented

How to apply?
Submit this form before January 21st (the earlier, the better)
including your CV and a motivation letter of 1 page maximum.

We expect a sincere commitment and professional attitude for at least 1 year
after the submission of your application. Note that this position is not paid.

Do you consider yourself a proactive, innovative and ambitious person?
Are you enthusiastic about the opportunity to help the EUSTT grow?
We are looking for you!
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