
 
 

 
 
 
The European Heritage Heads Forum (EHHF) is an informal, professional and expert 
network for national heritage heads (built heritage, landscapes and archaeology) of the 
countries of the European Union, the European Economic Area and the member-states of 
the Council of Europe. It provides a forum for information and experience exchange about 
the management of historic environment in the 21st century (emerging trends, political 
engagement, European legislation, heritage protection, common challenges). The Heads 
are mostly the directors-general of national administrations or departments, public 
agencies or institutes in charge of the conservation and the protection of cultural heritage 
within the national relevant ministries or institutions. Since 2006, the members of the EHHF 
gather once a year, each time in a different country.  
 

A European Heritage Summit was first organized in London on 26–28 April 2006 by Dr. 
Simon Thurley, former Chief Executive Officer of English Heritage. The mission of the 
Summit was to gather for the first time the European cultural heritage leaders who had the 
opportunity to exchange their experience and initiate common actions. It was attended by 
23 European states which agreed in the Final Statement to continue to meet annually as a 
forum of European heritage heads, known as the “European Heritage Heads Forum”. 
Future hosting countries are chosen by general agreement at the annual meeting. 
 

Throughout its 16 years of existence, the EHHF has developed a certain code of practice: 
 

• Yearly meetings of EHHF members, normally at the end of May. 
• The EHHF is managed by a steering committee (troika), chaired by this year’s hosting 

country, the administration which hosted the previous annual meeting, and the 
administration which will host the next one. The secretary answers directly to the troika. 

• The EHHF initiated two standing committees: the European Heritage Legal Forum (EHLF) 
and the Task Force on Economy and Statistics (TFES) 

Since January 2014, a permanent Secretariat has been set up, funded by voluntary 
annual contributions from the EHHF member-administrations (three-years commitment). The 
secretariat was first hosted by the Flanders Heritage Agency (2014-15-16) and then by 
Brussels Regional Directorate for Cultural Heritage (2017-18-19 and 2020-21-22). 
 

The permanent Secretariat counts one part-time employee, who acts as a single point of 
contact for the EHHF, facilitating the circulation of strategic information and networking 
among the member-administrations and taking care of all administrative needs. 
 
 
Contact: secretariat@ehhf.eu                www.ehhf.eu  



 
 

Starting July 2021 and until the end of 2022, the EHHF is looking for a: 
 

PART-TIME (60%)  
ADMINISTRATIVE SECRETARY (M/F) 

IN BRUSSELS 
 
KEYWORDS:  
 

European Cultural Heritage - International Secretariat – Cultural Diplomacy – Autonomy 
 
YOUR TASKS: 
 

• Act as the single point of contact for the Heads and the member-administrations 
• Facilitate the circulation of strategic information between the Heads and the meetings  
• Support the hosting country in the organisation of the annual meeting 
• Provide assistance to the Head of the hosting country in the presidency of the steering 

committee for the corresponding year 
• Provide assistance to the steering committee (troika) in the coordination of the EHHF 

activities and developments   
• Support and ensure the continuity of annual meetings from one year to another 
• Prepare and update annual publications and reports 
• Maintain, update and moderate the website and its digital archives 
• Maintain, update and moderate the private online forum 
• Update the list of all national heritage agencies and corresponding staff 
• Maintain contact with existing members and extend the EHHF network to new 

administrations and partner-institutions in Europe 
• Provide assistance to the standing committees in the organisation of their meetings and 

the circulation of information towards the Heads 
• Occasionally represent the EHHF  

SECRETARIAT:  
 

• Act as the living memory of the EHHF 
• Maintain its archives, update its information and ensure high quality communications 
• Minute the meetings and produce detailed high-quality reports, executive summaries 

and regular publications, following the graphic orientations (ensure continuity) 
• Edit annual invoices, collect commitment letters and corresponding annual contributions 

from the member-administrations 
• Prepare and follow yearly budget orientations with the troika 
• Prepare the annual reports, the practical information and programme brochures for the 

annual meetings 
• Occasionally monitor relevant developments within the EU and prepare news items to 

be circulated by email, on the online forum or through the website 



 
 

YOUR PROFILE: 

• Bachelor with minimum 5 years of experience OR Master’s degree 
• Proven experience in performing, coordinating and overseeing administrative tasks 

and projects in an international environment 
• Knowledge, interest or experience in cultural heritage will be highly appreciated 
• Experience in international networking 

TOOLS: 

• Excellent knowledge of and experience in the use of Microsoft Office Suite (Word, 
Excel, Outlook, PowerPoint, SharePoint)   

• Knowledge of website design and maintenance (Wordpress, DIVI, Google analytics) 

LANGUAGES: 

• Excellent command of written and oral ENG and working knowledge of FR  
• Knowledge of other major European languages would be an asset 

KEY COMPETENCIES: 
 
• Commitment to achieve results in a timely way and to a high standard 
• Ability and willingness to learn and share knowledge  
• Excellent organisational skills with the ability to adapt rapidly to new tasks and to multi-

task to short deadlines 
• Ability to work autonomously and to take initiative 
• Excellent oral and written communication skills and interpersonal skills; ability to 

establish and maintain excellent relations with stakeholders at all levels 
• Ability to work efficiently in a multi-cultural/international environment 
• Have an interest in and the ability to learn new technology 
• Good understanding of European institutions and instruments 

 
 
COMPLEMENTARY INFORMATION: 
 
• Flexible working hours 
• Potentially cumulative with another part-time position or activity in Belgium 
• Travel abroad (annual meeting preparation, annual meeting, representation of the 

EHHF, meetings of standing committees), up to 3-4 times / year in average 
• The presidency of the troika changes every year, and with it the culture of the Head 

and staff the administrative secretary will respond to. The secretary will need highly 
adaptable skills to ensure the continuity of the EHHF from one year to another.  

 



 
 

WE OFFER: 
 
• Contract of 18 months (until the end of the ongoing budgetary period 2020-21-22) 
• Renewable for the next period 2023-24-25) 
• Trial period of 3 months 
• Part-time position (60%) 
• Starting date: 01/07/2021 
• Monthly gross salary: 2.100 EUR  
• Office location: Brussels – Halles Saint-Géry, Place Saint-Géry 23 
• 12 days of annual leave  
• Annual public transport subscriptions 
• Professional phone (device + monthly subscription) 
• Meal vouchers of 8 euros for each worked day 

 
APPLICATION PROCEDURE: 
  
Applications should be addressed to Mr. Siim Raie, Director General of the National 
Heritage Board of Estonia, host of the next annual meeting and current Chairman of the 
EHHF, and submitted to secretariat@ehhf.eu, at the latest by June 15st, 2021 included. 
 
Candidates are invited to apply in English. Only complete applications will be accepted 
and considered. The application must include the following documents: 
• motivation letter (maximum one page) 
• curriculum vitae 
• any additional documentation or recommendation the candidate will think useful 

The selection consists of a CV screening (pre-selection), followed by a web-based interview 
of the selected candidates (round one) and a final interview in Brussels.  
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