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_______________________________   

PROFESSIONAL VACANCY ANNOUNCEMENT    

N. 1 Travel Office Assistant  

   
   
Reference Code: Ref. n. 24/V/2025    

Date of publication: 25/11/2025   

Deadline for application: 23/12/2025   

Position: Travel Office Assistant 

Job Type: Consultant (non-permanent contract)    

Duty station: CIHEAM Bari (Valenzano, BA, Italy)  

Duration of assignment:  Full-time, 12-month contract (renewable based on performance)  

Starting period: CIHEAM Bari reserves the right to proceed with the candidate's appointment to the position only once 
the administrative and financial procedure for the allocation of the funds have been completed.  
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BACKGROUND   
CIHEAM - Mediterranean Agronomic Ins�tute of Bari (CIHEAM Bari) is an intergovernmental organisa�on engaged in 
higher educa�on, voca�onal training, research and coopera�on. CIHEAM Bari’s mission is to implement coopera�on and 
development projects with Countries and actors of several Region (Mediterranean context, Western Balkan, West and 
East Africa, Middle East, Southeast Asia).   
CIHEAM Bari intends to recruit a Travel Office Assistant who will support the planning, organiza�on, and management of 
official missions and travel arrangements for staff, consultants, and visi�ng delega�ons. The selected candidate will 
ensure the smooth and efficient func�oning of the Travel Office in compliance with CIHEAM Bari’s rules and procedures. 
 
TERMS OF REFERENCE    
Duty sta�on: CIHEAM Bari  

Contract and Remunera�on: salary, benefits and other condi�ons are offered under the CIHEAM Bari rules and 
regula�ons will be determined based on professional seniority, specific professional qualifica�on and level of 
competence, considering the responsibili�es and specific tasks that the successful candidate will be required to perform.   
Dura�on of the assignment: ini�al contract of 12 months – including a six-months probationary period – with the 
possibility of extension, based on the availability of funds and sa�sfactory performance.    

Expected star�ng period:  once the administra�ve and financial procedure for the alloca�on of the funds have been 
completed, work contract and related documents duly signed, insurance ac�vated. Applicants are fully aware that the 
length of the period going from the appointment of successful candidate to the assump�on of func�ons may vary 
according to several variables, not depending on CIHEAM Bari.     

Line Manager: Travel Manager of CIHEAM Bari  

KEY FUNCTIONS   

Under the supervision of the Travel Manager, the Travel Office Assistant will perform the following du�es: 
• Manage travel requests and arrangements for CIHEAM Bari staff, consultants, and official visitors; 
• Coordinate with travel agencies, transport providers, and accommoda�on facili�es to ensure cost-effec�ve and 

compliant travel services; 
• Prepare travel authoriza�ons, i�neraries, and related documenta�on in accordance with CIHEAM Bari 

procedures; 
• Support visa applica�ons and entry formali�es for missions abroad; 
• Process travel expense claims, reconcile invoices, and maintain accurate financial and logis�cal records; 
• Maintain updated travel data and sta�s�cs for repor�ng purposes; 
• Provide administra�ve and logis�cal support to ins�tu�onal events and official delega�ons; 
• Ensure effec�ve communica�on and coordina�on with internal units and external partners regarding travel 

logis�cs. 
  

1. QUALIFICATIONS AND SKILLS REQUIRED    

1.1 Essen�al requirements   
Candidates will be considered eligible for selec�on based on the following essen�al requirements, to be fulfilled 
by the deadline for applica�ons:   

• Bachelor’s degree in administra�on, Tourism Management, Interna�onal Rela�ons, or related fields; 
• Minimum 3 years of professional experience in travel management, logis�cs, or administra�ve support 

roles, preferably within interna�onal or intergovernmental organiza�ons; 
• Proficiency in Microso� Office applica�ons (Word, Excel, Outlook, PowerPoint); 

 
1.2 Languages   
• Italian (Mother Tongue: mandatory)   
• English (B2 level required: mandatory)    
• French (B1 level required: mandatory)  
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1.3 Personal skills and capaci�es 

• Strong organiza�onal and mul�tasking skills: demonstrated ability to manage mul�ple tasks effec�vely, 
priori�ze assignments, and meet deadlines efficiently. 

• Accuracy and aten�on to detail: ensures precision in preparing documents, processing travel requests, and 
maintaining administra�ve records. 

• Dedica�on to work and pa�ence in managing tasks and interac�ons: displays commitment, perseverance, 
and calmness in handling complex situa�ons or demanding workloads. 

• Excellent interpersonal skills and ability to maintain effec�ve communica�on with colleagues, partners, and 
the public: capable of fostering posi�ve and professional rela�onships with diverse stakeholders, ensuring 
clarity and courtesy in communica�on. 

• Predisposi�on to human contact and a collabora�ve a�tude in mul�cultural and dynamic environments: 
enjoys teamwork and demonstrates openness and empathy when interac�ng with people from different 
cultural backgrounds. 

• Strong sense of responsibility and service-oriented approach: acts with reliability and professionalism, 
ensuring high-quality support and customer-oriented service. 

• Curiosity and predisposi�on to research and con�nuous learning: shows interest in exploring new 
procedures, tools, and informa�on to improve efficiency and personal performance. 

• Ability to manage confiden�al informa�on with discre�on: handles sensi�ve data and official documents 
with integrity, ensuring confiden�ality at all �mes. 

• Problem-solving a�tude and ini�a�ve: an�cipates needs, iden�fies poten�al issues, and proposes prac�cal 
and �mely solu�ons. 

• Flexibility and adaptability to changing priori�es: responds effec�vely to evolving organiza�onal demands 
and adjusts to shi�ing schedules or priori�es. 

• Proven ability to work under pressure and meet deadlines: maintains accuracy, focus, and composure even 
in demanding or �me-sensi�ve situa�ons. 

  
1.4 Preferred requirements   

• Previous experience in travel and logis�cs coordina�on within interna�onal organiza�ons; 
• Knowledge of travel management systems; 
• Good geographical knowledge, par�cularly of interna�onal travel routes and des�na�ons; 
• Knowledge of airline booking and reserva�on so�ware (e.g., Amadeus, or similar); 
• Familiarity with interna�onal travel regula�ons, visas, and logis�cs procedures. 

 
2. APPLICATION PROCEDURE    

All interested applicants shall submit the applica�on, duly dated, and signed, in pdf format, to the following email 
address: cv@iamb.it    
The applica�on deadline is 23/12/2025.    
Applicants are requested to specify the following reference code in the email subject: “Ref. n. 24/V/2025 “Application 
for Travel Office Assistant”.    
Applica�ons without the above reference will be excluded from the selec�on.    
The applica�on shall include:    

• Mo�va�on leter in English (maximum 1 page, A4, Times New Roman, 12), duly signed.   
• Curriculum vitae in English (Euro pass format) duly signed, including the contact details of at least two referees 

with whom the applicant has had previous professional experience, for the purpose of reference checking.  
• Copy of valid passport.    
• Statement “Information about collecting, storing and processing Personal Data”, duly signed for approval.   

Qualified female applicants are encouraged to apply for this posi�on as CIHEAM Bari aims to ensure an inclusive 
working environment and is commited to achieving a gender-balanced staff.    

Applicants shall also provide a working telephone number and a valid e-mail address for communica�on purposes and 
shall �mely inform CIHEAM Bari on any relevant changes a�er submi�ng their applica�on.   
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Please note that only complete applica�ons received within the deadline will be accepted and considered. Before 
submi�ng their applica�on, candidates shall assess whether they fulfil all the essen�al requirements specified in this 
vacancy no�ce. Start and end dates of all previous jobs and indica�on of whether they were full- or part-me shall be 
clearly stated in the curriculum vitae. Details of any professional experience, training, research or studies must be 
provided in the CV. With reference to the "Qualifica�ons and Skills Required" sec�on (2.2 Languages), it is highly 
recommended to specify the language proficiency level according to the Common European Framework of Reference 
for Languages (CEFR). Upon request, candidates must provide suppor�ng documenta�on clearly repor�ng the dura�on 
and nature of those experiences.    

3. EXCLUSION FROM SELECTION PROCEDURES   
Applica�ons will not be considered if:   

• they do not meet any of the essen�al eligibility requirements;   
• they are received a�er the deadline reported in this announcement;   
• the submited documents are not duly signed;   
• they are missing the necessary documents as required by the applica�on procedure.    

4. EVALUATION OF APPLICATIONS    
Once the terms of validity of the no�ce have elapsed, CIHEAM Bari assesses the applica�ons' eligibility regarding the 
presence of the essen�al requirements and the absence of causes for exclusion. Subsequently, CIHEAM Bari appoints a 
Commission, which meets the requirements for autonomy and impar�ality. The Commission assesses the merits of 
applica�ons by assigning a maximum overall score of 100 points according to the following criteria:   

4.1 Qualifica�ons (Max 40 points)   
Assessment of educa�on, professional experience and skills, as well as compliance with essen�al and preferen�al 
requirements as indicated in the documenta�on submited by the candidate will be conducted according to the following 
parameters:    

• Educa�on – up to 10 points.    
• Language skills – up to 10 points.    
• Assessment of professional experience – up to 20 points.   

 
4.2 Interview (Max 60 points)   

Only candidates scoring at least 30 points under essen�al and preferred requirements will be shortlisted and invited for 
an interview. The interview will be held remotely through video conferencing pla�orms, such as Skype or Zoom, and 
conducted in the languages indicated in the applica�on call. It shall assess the applicant's knowledge and experience, 
ability to carry out the above tasks, the required language skills, and other necessary abili�es to determine whether the 
candidate's profile aligns with the present posi�on. The interview no�ce will be sent by email to the address indicated 
by the candidate at the me of applica�on. Applicants shall not be en�tled to reimbursement of any costs incurred within 
the interview process. CIHEAM Bari will assess the candidate according to its rules and Regula�ons. Such assessment will 
be based on intuitus personae since these assignments fall within intellectual work performance. The assignment will be 
formalised in accordance with CIHEAM Bari regula�ons a�er approval of the CV of the eligible candidate by the CIHEAM 
Bari Director. An ini�al three-month proba�onary period will be granted, a�er which the appointment may be confirmed 
or withdrawn.   

5. RESULTS OF THE SELECTION    
The successful candidate is the applicant with the highest score in the total ranking and will be informed accordingly. In 
the event of withdrawal by the successful candidate or early termina�on of the contract, the office reserves the right to 
appoint another candidate from the ranking list – depending on financial resources availability.  In the event of equal 
scores, the youngest candidate will be preferred.   
Please note that, if selected, the successful candidate shall provide the following documents:   

• Scanned copy of a valid passport (at least 6 months).   
• Registra�on in the CIHEAM Bari CV Roster of Experts (htps://cviamb.iamb.it) Candidates should comply 

with the above points to avoid exclusion from the ranking list.   

https://cviamb.iamb.it/
https://cviamb.iamb.it/
https://cviamb.iamb.it/
https://cviamb.iamb.it/
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Due to essen�al service reasons, the successful candidate must take up service within one month from selec�on. In case 
availability is not granted, CIHEAM Bari reserves the right to appoint another candidate from the ranking list.   

 
6. REMUNERATION   

Remunera�on and allowances are subject to CIHEAM Bari rules and regula�ons; in par�cular, salary will be set based on 
professional seniority, specific professional qualifica�on and level of competence concerning the responsibili�es and 
specific tasks the successful candidate will be required to perform. Addi�onal benefits are also subject to CIHEAM Bari 
rules and regula�ons and may be evaluated case by case.    
As interna�onal intergovernmental organiza�on, CIHEAM Bari cannot act as withholding agent. Consequently, a gross 
remunera�on will be paid to the selected consultant in Euros including charges, social security and any addi�onal tax 
charges. CIHEAM Bari will evaluate and nego�ate the costs associated with annual round-trip flights, accident/death 
insurance, and residence permit/long-term visa applica�ons (where applicable, and subject to the host country's 
regula�ons and any relevant coopera�on agreements).  
Permanent and non-permanent staff are expected to adhere to the code of ethics and conduct of CIHEAM Bari that 
reflects the commitments to the Organiza�on’s core values.  

7. PERSONAL DATA PROCESSING   
Applicants are aware that submi�ng their applica�on implies consensus to process and manage their personal data 
(including sensi�ve data). This data will be managed exclusively by CIHEAM Bari staff, who oversee storing and using the 
applica�on file. CIHEAM Bari is commited to managing personal data in compliance with privacy obliga�ons issued last 
5 July 2019 (“Information Security and Personal Data Protection Policy”), based on EU Regula�on 679/2016 – “General 
Data Protection Regulation” including subsequent amendments. 

8. FINAL PROVISIONS   
CIHEAM Bari reserves the right to proceed with the candidate appointment to the posi�on only a�er the administra�ve 
and financial procedure for the alloca�on of the project funding has been completed and following clearances and no 
objec�ons received from the competent authori�es/ins�tu�ons. CIHEAM Bari may not go through the assignment 
procedure also for discre�onary reasons. The posi�on is not a permanent job within the CIHEAM Bari or the project itself 
and is subject to periodical monitoring.  
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