
 

 

 

JOB DESCRIPTION 

 
Position:   Advocacy Assistant 
Location:   London 
Reporting to:  Advocacy Director 
 

ECFR (The European Council on Foreign Relations) is a pan-European initiative which seeks to 

conduct research and promote informed debate across Europe on the development of coherent, effective 

and values-based European foreign policy. It has offices in Berlin, London, Madrid, Paris, Rome, Sofia 

and Warsaw.  www.ecfr.eu   

 

The Advocacy Assistant will support the ECFR advocacy team in their general day to day 
activities and support the organisation of programs and activities.  This position will report 
directly to the Advocacy Director. 
 

Responsibilities 

 Support event management, including events preparations, 'on-the-day' logistics and 
promotion  

 Organise the logistics of ECFR's staff meetings 
 Assist in the effective administration of ECFR's Council Membership, including 

maintaining an up to date list of all ECFR Council Members for internal use and 
ensuring that the Council Member webpage is up to date;  

 Assist on the production of ECFR promotional materials such as the Annual Brochure 
and the Council Members brochure. 

 General research support as required 
 Maintain and update ECFR’s global database of contacts as required. 
 Provide general support to the Advocacy Director and the rest of the Advocacy team 

as required. This may involve organising meetings, teleconferences, booking travel 
for events/meetings etc. 

 

Person Specification 

The successful candidate should demonstrate relevant and proven experience in a busy and 
multinational office environment. Their skills would include:  

 Minimum 2 years of relevant experience, preferably in a fast-paced environment 
requiring extensive interaction with others by phone and in writing.  

 Proficiency to a high level in computer software packages, and experience using 
web-based applications and website management. Design skills would be an 
advantage. 

 Excellent written and oral communication skills - a very high standard of written and 
spoken English is required. Knowledge of other European languages would be an 
advantage. 

 Flexibility and ability to multi-task 

 Excellent organisational skills and eye for detail.  

 Demonstrable interest in issues of concern to ECFR is highly desirable. 
 

https://mail.ecfr.eu/owa/redir.aspx?C=404f92ef5f32439ea269af94ebd583dc&URL=http%3a%2f%2fwww.ecfr.eu


 TO APPLY:  
Please send a one-page covering letter (with ref: AdvocacyAsst15 in the subject line) and your CV to: 
recruitment@ecfr.eu. 
 
Please restrict your CV to no more than two pages of A4. Candidates must have permission to work 
in the EU.   
 
Closing date for applications: Friday 3rd July  2015 at 9.00am 
 
Due to the large volume of candidates applying for positions within ECFR we will only be able to 
respond the applicants who have been shortlisted. If you have not heard from us within 7 days of 
the closing date, you have not been successful on this occasion. 
 
STRICTLY NO AGENCIES PLEASE 
 

ECFR is an equal opportunities employer. Registered Company and Charity in England and Wales 
Company Reg. Number 07154609 Charity Number 1143536 
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