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TERMS OF REFERENCE

POSITION: Analyst, European Integration and Coordination (CATEGORY 3)

1. Objective(s) and linkages to Reforms

The Recovery and Reform Delivery Office (RDO) is part of the Ukraine Recovery and Reform Architecture (URA), a comprehensive technical assistance programme deployed by the European Bank for Reconstruction and Development (EBRD), in partnership with the European Union (EU), to support the Government of Ukraine in key reform, recovery and EU integration processes. It is placed in the Cabinet of Ministers of Ukraine (CMU) and serves as an advisory body to the CMU, providing coordination, expert and analytical support in the design and implementation of priority reform and recovery initiatives.
Consulting services will provide high-level organizational, analytical, communication, and executive support to ensure effective coordination of daily activities of the Deputy Prime Minister for European and Euro-Atlantic integration. This includes accompanying leadership to key strategic meetings, maintaining a rigorous backlog and tracking system for all assigned tasks and commitments, driving inter-institutional implementation progress, preparing official strategic materials, and managing complex stakeholder engagement related to European and Euro-Atlantic integration.
 
2. Position and reporting line

The Analyst will be a full-time consultant in the Recovery and Reform Delivery Office (RDO). The consultant will report to the RDO Executive Director.

3. Duration of the assignment

The consultancy assignment is expected to start in September 2026. Duration of the assignment is subject to the availability of project funding, the consultant's performance, and the specific requirements of the RDO.

It is an obligatory requirement for the consultant to be physically present in Kyiv.

[bookmark: _heading=h.gjdgxs]4. Main Duties and Responsibilities
The consultant is expected to:
· Accompany the Deputy Prime Minister for European and Euro-Atlantic Integration to all key strategic meetings, high-level negotiations, and consultations with domestic and international stakeholders;
· Establish and maintain a comprehensive, dynamic backlog of all tasks, directives, and commitments assigned by the Deputy Prime Minister, ensuring rigorous tracking of implementation progress and institutional accountability;
· Prepare and share meeting materials, talking points, agendas, concept notes, analytical summaries, official correspondence, and meeting minutes with stakeholders for the streams and initiatives related to Ukraine’s EU accession negotiations, reform agenda, and cooperation with EU and NATO institutions;
· Process correspondence, maintain schedules, databases, contact lists, and internal coordination documents;
· Act as the central coordination link across  ministries, government institutions, international partners, diplomatic missions, donor organizations, and other stakeholders to actively monitor the execution of assigned deliverables, following up proactively on deadlines and bottlenecks
· ;
· Provide inputs to regular reports to donors in a required format; 
· Provide translation support (Ukrainian-English/English-Ukrainian) when needed; 
· Conduct desk research and analytical support on issues related to European integration, public policy, governance, and international cooperation;
· Assist with the preparation and holding of meetings and various events, international visits, and high-level delegations;
· Support protocol and logistical arrangements where necessary;
· Perform ad-hoc tasks upon request of the Executive Director.
5. Expected Deliverables
· Comprehensive, dynamically updated task backlog and tracking system capturing all directives, decisions, and commitments assigned by the Deputy Prime Minister, ensuring rigorous progress monitoring and institutional accountability.
· Briefing materials, talking points, agendas, concept notes, analytical summaries, official correspondence, and meeting minutes prepared to a high standard.
· Organisational support for meetings, events, international visits, and high-level delegations, including logistical and protocol arrangements.
· Research and analytical notes on European integration, public policy, governance, and international cooperation, produced at the request of RDO management to inform the office's advisory and coordination work.
· Materials supporting Ukraine's EU accession negotiations and reform agenda prepared in coordination with relevant RDO experts.
· Maintained schedules, databases, contact lists, and internal coordination documents.

6. Qualifications, Skills, and Experience

6.1 Qualifications and skills 
· Bachelor’s or Master’s degree in Public Administration, International relations, Political science, Law, European Studies, Business Administration or other relative field.
· Familiarity with Ukraine’s reform and recovery agenda, a good understanding of policy formulation processes and policy dialogues.
· Solid organizational management, verbal and written communication skills; 
· PC literacy (MS PowerPoint, Excel, Word);
· Strong analytical and research abilities.
· fluency in both spoken and written Ukrainian and English. 
6.2 Professional experience
· Minimum 5 years of general professional experience;
· minimum of 1 year of experience in project management, international relations, international law, government relations (GR), European integration, public administration,  or consulting related to the field of assignment; 
· experience in international organizations or projects is a highly desirable asset.
6.3 Other experience:
· Proven experience in engaging with various stakeholders, including government officials, civil society organisations, and international donors;
· experience working with government entities and development partners, including knowledge of their mandates and processes, is an asset;
· impeccable ethical standards.

7. Funding Source

The funding source of this assignment is the EBRD Ukraine Stabilisation and Sustainable Growth Multi-Donor Account (MDA), contributors to which are Austria, Denmark, Finland, France, Germany, Italy, Japan, Latvia, the Netherlands, Norway, Poland, Slovenia, Sweden, Switzerland, the United Kingdom, the United States, and the European Union.

Please note that selection and contracting will be subject to the availability of funding.

8. Submissions 

Submissions must be prepared in English only and delivered electronically by 23:59 September 13, 2026, to the following address: rdo@kmu.gov.ua 
All submissions must include: 	
· Completed, signed, and scanned/photographed Application Form;
· completed, signed, and scanned/photographed Non-Disclosure Agreement Form;
· applicant's CV;
· contact details for three referees who, if contacted, can attest to the professional and/or educational background of the candidate.

[bookmark: _heading=h.30j0zll]Only applications that have been submitted using the correct template and are fully completed will be considered.	

Important notice: only Ukrainian nationals are eligible to apply; civil servants are not eligible to apply unless 6 months have elapsed since they left such employment. 

9. Selection Procedure

[bookmark: _heading=h.3znysh7]Following the evaluation of all applications received, selected candidates may be invited to a written test. Only shortlisted candidates will be invited to an interview.
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