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Mein Werdegang

2003 Abschluss Mag. (FH) fur Informationsberufe, FH Burgenland

Erasmus-Semester an der Universidad de Murcia, Spanien

Praktikum beim ORF, Archiv, Wien

Praktikum bei der Verlagsgruppe News, Redaktion News, Wien

Praktikum an der Universitat fur Angewandte Kunst, Universitatsbibliothek, Wien
Praktikum bei ProSiebenSat.1 Media AG, DokuCenter Aktuelles, Berlin

Mitarbeit an Projekten mit Nokia Austria und dem Forschungszentrum
Seibersdorf

2003 — 2007 Journalistin bei der Verlagsgruppe News, TV-Media, Wien

2007 — 2009 Librarian - Documentalist bei der Europaischen Kommission,
Generaldirektion Joint Research Centre (DG JRC), Seuvilla http://ipts.jrc.ec.europa.eu/

Seit 2009 Mail Service Officer — Archivist bei der Europaischen Kommission,
European Research Council Executive Agency (ERCEA), Brussel
http://erc.europa.eu/



Struktur

|. Wo werden Dokumentare, Archivare
und Informationsspezialisten
gebraucht

ll.Bewerbungsleitfaden
I1l.Jobs weltweit




|.Wo werden Dokumentare,
Archivare und
Informaﬂonsspemahsten
gebraucht &




Institutionen

e Europaische Kommission

-

e Europaisches Parliament \—@

PARLAMENTUM EUROPAEUM

e Der Rat

CONSILIUM



Institutionen 11

e Gerichtshof der Europaischen Union

* Europaischer Rechnungshof

* Der Europaische Wirtschafts- und
Sozialausschuss
m E:Jn;gpbean Eionpomdlc ?nd ;jgﬁlﬂlg?mmlttee




Institutionen III

* Der Ausschuss der Regionen

Ausschuss der Regionen

* Der Europaische Ombudsmann

« EEAS, Agenturen,...



Life cycle of a file at the
European Commission

Current records Intermediate records

Intermediate post-ARP rec, |Definitive archives (case B)

Definitive archives (case A)

_ 1st review 2d review Opening to
File Last document File Post-ARP action Permanent .. public
created filed closed (THA, SAM/SEL, EL}) preservation
| | | | |
| | Directly | ARP | |
or after DASU /
DASU extension
e, PEYBALS s ssmnnor s ) >
B MEX 30 YERE e mrorereemsromme s msenesynsnany P

DASU...Durée administrative sans
utilisation (Administrative period
without any use)

ARP...Administrative retention period

THA...Transfer to the Historical
Archives

SAM/SEL...Sampling/Selection
EL...Elimination




Was wird aufbewahrt?

OFFIZIELLE DOKUMENTE

Any content drawn up or received by the
Commission concerning a matter relating
to the policies, activities and decisions
falling within the Institution's competence
and In the framework of its official tasks

On whatever medium




Informationsflut

24.000 Mitarbelter
30 Generaldirektionen

Standorte In vielen
Landern

23 Sprachen, davon
EN, FR und DE
Arbeitssprachen

Details: http://ec.europa.eu/civil
service/admin/index_de.htm
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Taglich wird eine
enorm hohe Zahl
wichtiger, offizieller
Dokumente
produziert




Herausforderungen

Einheitliche Sammlung, Aufbereitung und

Verfligbarmachung von Dokumenten

Transparenz

Langzeitsicherung

'‘Patrimoine’ — das
Erbe Europas

Datenschutz




Archivarische Grundregeln

2% COMMISSION EUROPEENNE
o SECRETARIAT GENERAL
%%
WY La Secrétaire générale

Bruxelles, le {§ 4 JUiL. 2007
SEC(2007) 369

NOTE A L’ATTENTION DE MESDAMES ET MESSIEURS LES DIRECTEURS GENERAUX
CHEFS DE SERVICE, DIRECTEURS DES OFFICES’

Objet : « Liste Commune de Conservation des dossiers au niveau de la Commission
européenne »

Veuillez trouver ci-joint la « Liste Commune de Conservation des dossiers au niveau de la
Commission européenne » qui définit les conditions et la durée de conservation des catégories

de dossiers de l'Institution.

Ce document s’ajoute au cadre juridique établi par les dispositions de la Comuyg
concernant 1’administration des documents, annexées au réglement intérieur pa
2002/47/CE, CECA, Euratom de la Commission” et par les dispositions de la §
concernant les documents €lectroniques et numérisés, annexées au réglement inté
décision 2004/563/CE, Euratom de la Commission’ et complétées par leurs
d’application®.

La LCC détermine la durée de conservation de chaque catégorie de dossier en tenant compte de



5

5.01

5.01.01
5.01.02
5.01.03
5.01.04
5.01.05
5.01.06
5.01.07

5.03

5.03.01
5.03.02
5.03.03

Filing Plan

International Relations

Trade

o

o

o

Multilateral trade policy (in the framework of the WTO)
Bilateral trade Issues

Sectoral and thematic issues

Trade analysis

Trade Policy instruments

Bilateral market access strategy

Development, sustainable trade and civil society

Development cooperation

o

o

o

o

Implementation of co-operation

Political Dialogue

Development co-operation policy and sectoral strategies
Relations with non-state actors

Humanitarian aid

o

o

o

Strategy and coordination
Operations and projects
Accompanying activities

TRADE

TRADE

TRADE

TRADE

TRADE

TRADE

TRADE

DEYV

DEW ! RELEX

AIDCOJ DEY

DEV

ECHO

ECHO

ECHO



ommon Retention
Schedule - Archivzeitplan

AMMEX 1: CRL RETENTIOM SCHEDULE

DISPOSAL

POST-ARF ACTION OR

ACTION FOLLOWING

TRANIFER TD =
= = . ARP (fdminislraden FERET REVIEW: THA LEAD DEFARTMENT FOR s e .
= o
ILE TYPER DEECRIFTICH rasangon pariod | b i H.I;T{:.‘T,m‘.i:l- PREAERVATION DEIERVATIONE
archives EL alisinabe =
SAMGSEL: o wedhr PP Parramn
selion ohaservia, Ind REVIEW
Sz raviesy
412 |Cwnresources Covers 26 relaing 1o e decision on own resources [Mecal reverde
drectiy channelisg o the EU buoget [agricullural lavies, custems dutles, 2 years THA [==] BUDG

% VAT and % GHP|]

4.2

Annual budgei of the EU

&5 The bugget &= publigned In the OJ, ess e accompany [he eslimales

or e new budgat,

mplementalizn of he cument budger (n) and ciosure of tne budgel onca the P has given cudgel discnans (r+Z)

421 |Budgel proceoane

Th= anrual spending plans are negoliated tetween the Suropean Parllament and the Councll of Kiristers on the basls of a proposal By the Comimiselon.

A [Estabishment of the Freliminary Draf Budgst (FOE)]

EJDG praparse e P08 and =5 working papers ard anrexes (e.g

leters of amenoment ard the amending budgst

appilcation of the Iriernstiuiznal Agreement or iegal tas2e). [t s draked F= BUDE: coordination e
on e basls of Ne Tramewerk 561 oul In the APS decislon Lo guarantes 5 years ThA
that the nacessary rascuncas e aliocated 1o the Commission's priordty
objectves. Znd revisw DG: care flleg
= e T ey = ey ey T
E [interinsmmutional procedure for budget approval Follow-Lp on bucget aparoval oy e budgetary autnories. Including 5 e THA _ BUDG

422 mpemeantation of Mz budgel and accouring

Tha European Commisslon bears *nal responsiiiny for Implementing e budget, athough approximately 7E% of the Community budgst Is Imipl

Sate GUINOITRE Manage expendiure, DLT @ S2rieE o7 conlrole and counterdalancing machaniems are in place 1o ensurs

tat ih2 funas 3 prop

lemented undar so-called ©

Erareg management” |L.e. the Membar
2rly maraged In complance with the rules In fanes).

ES

Euzger mpemeniation rameaars

Clrcuiars and notze o Direstors-General s21ing the budgst
Implemeniatar ramework for the year in question

5 years

THA

F=

BUDG

m

REeports an oudgel Implementanen

Cowers 126 (3t BUDE ang DG 2vEl] 23003 100 N2 weekly or mannly
DUCgE! MpRmaniaton tabies and Budget IMgISmentaton plan sent ta hs
busgetary autharsy: the Repoct on Budgetary ard Financlal Managzment
(Artizie 128 FR) gent 1o the budgetary authonity and the Court of Aucitars;
the annual Europear Unien Fnancial Repaort, slc.

5 years

ThA

(=]

EUDG: coordination fle

SAMISEL

Ind reviaw

All C35: contriowtian
files

5]

Management of oan 12E0UrceE, Inferest on aTears and
Smaurts rz under she FRI

Flscal revenus channeiled directy 1o the EU budget (agricuibural levies
Eugar |evies, cUsioms duties, % WAT, % GNP, 2RI interest on arears,
UK comectien). Includes Tis relacng 1o budgel *orecasts of oam
resoUrces, MANMUM rate of Increase and SFTA praportonalty factor,
preparation of repor on allocated expenmburs (budgel balances),
MaEN3gemEn: of oW T2E0UNGEE, recavery of WAT and PR, contral of TOR
(fradtional cwn resCUTCEs ) management, racovery of TOR, vertication of
VAT and GKI.

10 years
L, and L,

Ind reviaw

AllDGE

[=]

Management of oiNes revenue

Fli2s relating 1o offsatting of recovery onders and payments, valldator of
recovery ondars, racancliialion of racelpls, vanious baokings, dett
managemen and ollaw-up. Racavery flles cover: pre-infomation notice
for ihe racavery, the ssus of e resovery order iksaif and ary follow-up,
untll the matter Is ether brough: before the Cour (chapler 11) or arfareed
uncer Arllcie 256 of the Traaly erzroement). Flrancial ies conceming
the =ale of pubiications (Publications Office) ars Incuded In his category.

10 years
L, and L,

I rewiaw

BJDG: coordination Mes

SAMISEL

Ind review

DG: cona fles

|

Managemeni o expendliure

RJZ0 INCILCEE "es r2latng to e re=ase of BpOropnalions, Tanslers, Sl

11 years
Lx

Ind reviaw

AllDGE

=5

Management of aSCOLME

InchioeE Ales relaling bo budget aceounts, geraral ecouns, Bank
azcounts and payments. the Instiution's annual accounls, management of
Imprast accourts, Ihe ascounting framewark and Its nuiss, cash
management, valdation of accounting eystems

5 years

Ing revisw

BUDG




Die Historischen Archive
der EU

EUI In Florenz

http://www.eul.eu/Research/HistoricalArchiv
esOfEU




Dokumentenmanagement

(1) All the Commission's activities and decisions in the political,
legislative, technical, financial and administrative fields ultimately
lead to the production of documents.

(2) Those documents must be managed on the basis of rules
applicable to all Directorates-General and equivalent departments,
as they form a direct link with activities in progress and also reflect
the Commission's past activities in its dual capacity as a European
Institution and European public administration.

(3) Those standard rules must ensure that the Commission is able, at
any time, to provide information on the matters for which it is
accountable. The documents and files kept by a Directorate-General
or equivalent department must therefore preserve the institution's
memory, facilitate the exchange of information, provide proof of
operations carried out and meet the department's legal obligations.




Ein Dokument durchlauft...

Registration

Transfer to
Storage Historical
Archives
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Seit 2002

Each Directorate-General or equivalent
department shall, while taking its structure and
constraints into account, put in place or maintain
one or more document management centres.

The task of the document management centres
shall be to ensure that the documents drawn up
or received In their Directorate-General or
equivalent department are managed In
accordance with the rules.






Berufsbezeichnungen

Document Management Officer

Document Management Assistant

Archivist

Archive Service Officer

Mail Service Officer

Administrative Assistant in Malil Registration
E-Domec Correspondent
Ares Helpdesk
Documentalist
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ARES

(Advanced
Records System)

 Metadatenerfassung

e Scan & Upload
 Virtuelle Arbeitsgruppen
o E-Aktenlauf

> Das gemeinsame offizielle Reqister aller
Generaldirektionen der Kommission
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Document Management in *

the European Commission
ISBN 978-92-79-12965-0
http://bookshop.europa.eu




Ubersicht der Tools Ly

Ares — Offizielles Register
Delores — Delegationen
Abac — Buchhaltung

Basil — Management der
Parlamentarischen Anfragen

Pétition2 — Management der
Parlamentarischen Antrage

Sybil — Management der
Korrespondenz des
Kommissionsprasidenten

Dossier Manager —
Versionsmanagement fur
Ubersetzungen




Und KontlnwerllcheWelterentW|ckIung

der Dokumentenmanagementsysteme




Il. Bewerbungsleitfaden
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Profil

ineversity

e Lernbereit

* Vielsprachig

e Stressresistent

* Vielseitig
Interessiert

e Bereit im
Ausland zu
arbeiten




Und: Positive
Einstellung
gegenuber
Herausfor-
derungen




Distribution of officials and temporary agents by gender and age;
Total: 23.956
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Gehaltskategorien

AST1 AST3 ADS5
Einsteiger Einsteiger Einsteiger

2.553,32 € 3.201,92 € 3.989,48 €

Alle Infos http://ec.europa.eu/civil_service/job/official/index_en.htm

Statut http://ec.europa.eu/civil_service/docs/toc100 en.pdf
Gehaltsrechner Vertragsbedienstete

http://ec.europa.eu/dgs/jrc/index.cfm?id=3770
Gehaltsrechner Beamte http://oeffentlicher-dienst.info/beamte/eu/
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Konkurrenz

O Bewerber

m Erfolgreiche
Kandidaten

O Bewerber

m Erfolgreiche
Kandidaten

@ Bewerber

m Erfolgreiche
Kandidaten

Europaische Offentliche Verwaltung
EPSO/AD/206/11, EPSO/AD/207/11
Erfolgsrate 0,31%

Bibliothekswesen / Informations-
wissenschaft EPSO/AD/178/10
Erfolgsrate 1,44%

Dokumentenverwaltung und
Archivierung EPSO/AST/103/10
Erfolgsrate 3,14%



Jobsuche

* BUﬂdeSkanzleramt REPUBLIK 3 OSTERREICH
http //WWWJObboerse . gv at/ |OBBORSE DES BUNDES

 Epso (European Personnel Selection
Office) — EU Careers

http://europa.eu/epso "i"ﬂ
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Archivwesen ADG6 ab

14.9.

EPSO/AD/220/11 Ubersetzer ADS . PL =
EPSO/AD/221/11 Ubersetzer ADS “ SK
EPSO/AD/222/11 Dolmetscher ADS/AD7 r CSs T
EPSO/AD/223/11 Dolmetscher ADS/AD7 a LV B ~—
EPSO/AD/224/11 Dolmetscher ADS/AD7 | TMI_ 12/07-12/08/2011
EPSO/AD/225/11 Dolmetscher ADS/AD7 SV
EPSO/AD/226/11 Dolmetscher AD7 ES
. Concours specialistes
EPS50/AD/227/11 @ ﬁI?';S EUR27
EPSO/AD/228/11 Informations- und Kommunikationstechnologien (ICT) AI)T EUR27 14/09-18/10/2011
!
EPSO/AD/229/11 Zufsmll.nnma1'b¢1r und Verwaltung der Hilfe fiir “ADT EURST | —
Drittlander o . ——
_ Andere Auswahlverfahren |
— — - - - - . ~] HH__HH ..-'r .-'f
COM/TA/SANCO/11/ADS ‘;i‘glfg‘ erfahren fiir Zeitebedienstete GD SANCO AD8  [“_EUR27 ./ 28/03-28/04/2011

A\ LINGUISTEN ZYKLUS
EPSO/AD/184/10 Ubersetzer / |\ ADs DE N
EPSO/AD/185/10 Ubersetzer \ADS EN S 13/07-12/08/2010
EPSO/AD/186/10 Ubersetzer / ADS FR \\“\ /



Verschiedene Strategien

=» Beamten-Auswahlverfahren (Concours)
O — 18 Monate his zur Reserveliste;
sicherer Job falls eingestellt

> CAST
Auswahlverfahren
38 — 12 Monate;
Vertragsbefristung 3 J.

> Befristete Vertrage
Schneller Arbeitsbeginn




Befristete Vertrage

Verantwortliche/-r fur Information
und Dokumentation

Ref. EASO/2011/016

Grad AD 5

Bewerbungsschluss: 18 Mai 2011
Dienstort: La Valletta, Malta

Manager der
Bibliotheksverwaltung
Aktenzeichen: 11/EJ/08
Laufbahngruppe: AD 14
Bewerbungsschl.: 25. Mai 2011
Dienstort : Den Haag,
Niederlande

careers

FACE A BIGGER CHAL

Europa = EPSO > Bewerben Sie sich hier:

I | Laufbahnen bei der EU IiI

i 1 I ® - - -
s Bewerben Sie sich hier

Wie kann ich mich
bewerben 0 aAktuelles

Jetzt anmelden 11 Mai 2011

b erwaltungsrat .
= verdgffentlichtes auswahlverfahren fo
* Ubersetzer und Mehr...

Colmetscher
06 Mai 2011

b Acsistenten

EPSO/AST 111510 (AST 1) Posteinga
Mehr...

06 Mai 2011
Kommen Sie am Samstag, dem 7. M
Mehr...

Laufende
Auswahlverfahren {fir
Bewerbungen
geschlossen)

14 April 2011

EU richtet internationale Tagung zur
Mehr...
Laufende

Ausleseverfahren 12 April 2011

Haufige gestellte .

Fragen (FAQ) EU richtet internationale Tagung zur

Mehr...

Bewerberservice

¥
07 April 2011
_ Es bleibt noch 1 Wwoche um sich das |




Tipps einholen im
Bundeskanzleramt

Zentrale Ansprech- und Informationsstelle in Osterreich
Bundeskanzleramt

EU JOB Information, Abt. 11l/4
Hohenstaufengasse 3, 1010 Wien

Margareta KAMINGER

Tel.: +43 1 53 115-7377

Fax: +43 1 53 109-7377

E-Mall: eujobinformation@bka.gv.at
http://www.jobboerse.gv.at/site/7530/default.aspx



Mit anderen Kandidaten
netzwerken

EU jobs, EU tests, Epso exams, knowledge in EU matters, verbal/numerical reasoning,

e S f r l l I I I [ I I I Public Administration
Pk s " Zoy UNOFFICIAL DISCUSSION FORUM about EPSO tests/exams/competitions in fields like Administrators (Public
Administration, Law, Economics, Audit), Translators, Secretaries, Assistants (AST)

Brain Training Games Improve memory and attention with scientific brain games. Free Trial vwaw lumozity.com

Computer Cognitive Tests Rapid & sensitive tests for clinical research trials. wawcogstate.com

CFA Exam Preparation Study Materials Lewel | 11 & (1] wwith the Woarld leader vwaw top-finance. nettStalla

Ads by Google

Links: EU University | Blog of AUris re:civaied: | EU search

Search: _ “ustom Search _i Search on epsoforum.com

MNews:

@ Login ¥ Register = Fao [@ search It iz currently Tue May 17, 2011 4:29 pm

Wiew unanswered posts | Yiew active topics

Board index All tirmes are UTC + 1 hour [ DST ]

Working for the EU

Questions and answers related to working for the EU

r’&“} Subforums: Questions and answers about working environments at institutions/agencies, Questions and answers about salaries and other Fri Apr 08, 2011 11:449 5rn
\=J | benefits, Questions and answers about rights and obligations if you take up a job related ta EU, Ladaing in the cities hasting EU raislavd =0
institutions/agencies/etc.

EU Jobhs

@“} Job offers at EU institutions, agencies, international organizations, lobby firms, ete, 1 B Tue May 17, 2011 1:49 pm

‘= | Subforums: Jobs at the European Commission, Jobs at the European Parliament, Jobs at the Council of the European Union, Jobs at the alinapas =0
Committee of the Regions, Jobs at the European Economic and Social Committee, Jobs at the agencies of the European Union

= Socialising .

I'?;‘\-' Forurn categaory for off topic discussions related to finding exam places, lodging, mesting et 7 43 Fri Feb 11, 2011 5:40 pm

= : : : avy76 =0
Subforums: Lodging, Meeting, Miscellaneous

Preparing for Epso competitions

Published competitions

@ please announce here {or moderators will dod if vou find out that EPS0 has published a new competition, Detailed discussion should go to 106 1140 heikiay 1.'?’| 20];1D1:D? R
the "Forums per test categories” i



Concoursvorbereitun

http://bookshop.europa.eu

http://www.orseu-concours.com/
http://www.eutraining.eu/

(]
A
iy L ONLINE EU TRAINING [ BETA | Login | Register | Aboutll
ARBOREUS PREPARE | IMPROVE | SUCCEED
EPSD Tests Live Webinars EU Course EU Jobs E-Books & Tips Discussion

e — EPSO Tests

| Revise Test
| e > Simulation
- > 10,000+ Questions
> Detailed Explanations
2 users: 3ol hge

w55 Lo
| 4 Tncoract L

219 Uemswered

21“:

B 37 CorrEdt Aageee!

B 3% Incomist AISHEL
nprenered

0w =T
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= .

] 1esteal Tam00 e 110 WA
{04 1R ¥
= Tt - ckon

: o s
[ T o s T N:sg;::*ﬁ*:f;a,-.mmmu#

it contans E-Mal g

e and rEVEET

usty - deon e



Fairness — Gleichbehandlung
Laufende Weiterbildung

Work/Life Balance
Interne Mobilitat




11l. Jobs weltwelt




Info;mationsspezialistenjobs
weltweit In

Internationalen
Organisationen




Nutzliche Jobsuchmaschine

Deutschland, Auswartiges Amt — Jobs 10
http://www.jobs-l10.de/

* Auswartiges Amt w
Ly ¥ \ . :

e o0 JODbs-10 e
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