Open Position for Project Manager and Executive Secretary for

"FIRE PARADOX"
The Center of Applied Ecology Prof. Baeta Neves, Agronomics Institute, Lisbon, Portugal (CEABN/ISA) is seeking a Project Manager for a new project within the EU 6th Framework Programme titled FIRE PARADOX: An Innovative Approach of Integrated Wildland Fire Management Regulating the Wildfire Problem by the Wise Use of Fire: Solving the Fire Paradox. This project is co-coordinated by the CEABN/ISA, Portugal. 
Fire Paradox is an important project for joint research on forest fires. It has just been accepted by the European Union, should start in March 2006, and will last four years.

The fire paradox is visible on every continent. Humans need fire to regulate the dynamics of natural ecosystems for the benefit of stability and productivity, but uncontrolled use of fire often leads to ecological and humanitarian catastrophes threatening biodiversity or resulting in economic losses and decreases of public well-being.

It became apparent in Europe, a few years later than in North America, that a systematically implemented policy of fire exclusion in fact often produces the opposite effect. The overall fire risk is aggravated, due to an increase in the "protected", accumulating biomass. Based on the experience of a few practitioners and the results of past fire research, the aim of this project is to develop new policies for fire management and forest fire risk reduction, adapted to the European constraints. It is the ambition of the Fire Paradox project partners to contribute through their research to develop concrete, management-driven contributions to reduce the social, economic and ecological impacts of large-scale or high-severity forest fires such as those that occurred in Portugal, Spain and France in 2003 and 2005.

Mission:

Management of the project includes:
Monitoring tools and processes

In close relation with the coordination team, the project manager will define and implement the tools and processes for project monitoring:

· Planning 

· Quality plan

· Performance indicators

· Risk management plan

· Reporting

· Meeting secretariat

1.
Project management: 

1.1
information flow

· Constant update of the project contact list 

· Set up and maintain the project archive on the Project Web Site which will contain a copy of each of the major project documents

· Selection and dissemination to all concerned partners of relevant information received from the partners or outside of the project

1.2
Project management: meetings 

· Prepare and circulate agendas

· Coordinate presentations made by partners 

· Participate to and facilitate the meetings 

· Prepare and circulate minutes of meetings

· Follow up implementation of decisions and performance of agreed actions

1.3
Reporting 

· Collect from partners requested administrative and financial documents

· Conformity checking

· Consolidation of partner accounts

· Distribute to partners of intermediary drafts of the annual report

· Collect contributions in view of the final draft

· Deliver the final version to the EC

2.
Support to the scientific management 

The project manager will support the coordinator in the following tasks:

· Monitoring the workplan carrying out

· Define the deliverable production processes

· Analyse the deviations and take corrective measures

· Prepare the detailed workplan for the next 18 months

· Intellectual Property Rights management

· Apply the dispositions of the consortium agreement

· Update the exploitation plan

3.
Support to the project coordination


The project manager will support and advise the coordination in the following contractual and financial tasks:

· Transmission of contractual documents

· Amendment to the EC contract (if any)

· Organisation of competitive calls for new partner recruitments

· Audit

· Collecting financial information (cost statements, audit certificates, etc.)

· Project accounting

Position I: Project Manager

Qualifications and requirements:
· A Degree on management, engineering or environmental sciences; 

· A minimum of 3 years experience in project management at international level;

· Fluency in written and spoken English and Portuguese. Knowledge of French and Spanish will be an advantage;
· Technical competence in the use of data management, presentation and communication applications in a PC environment;
· Capability to work independently as well as harmoniously in a team in a multicultural working environment;
· Scientific culture;
· The candidate should be available to travel abroad.
Position II: Executive Secretary

Mission

Project secretary, support the financial management of the project, documents management, travel arrangements, e-mail and written correspondence and newsletters, internet skills, expense reports, maintain schedules. Availability to travel abroad.

Qualifications and requirements:

· Degree in administrative secretary or management;

· Minimum of 3 years experience in secretary;

· Fluency in written and spoken Portuguese and English. French and Spanish conversation skills will be an advantage;

· Technical competence in the use of data management, presentation and communication applications in a PC environment;
· Capability to work independently as well as harmoniously in a team in a multicultural working environment.
This is a full-time position based in the CEABN headquarters in Lisbon, Portugal, and is expected to start in 1st March be 2006 for an initial period of 6 months plus 42 months.

Deadline for application: Please send your CV with a motivation letter and two referees until the 31st January 2006 to:
Prof. Francisco Rego
frego@isa.utl.pt 
For further information:

Please contact Paulo Fernandes

pfern@utad.pt 
Preliminary public websites of FIRE PARADOX:

http://www.mtda.fr/fire_paradox/index.php 

http://www.fire.uni-freiburg.de/programmes/other/FireParadox.html 

