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International Protection Agency
Ref: IPA/2026/06
Jobsplus Permit: 880/2026

	Position: 
	Senior Executive Officer – Procurement and Administration

	Reports to: 
	Respective Head of Corporate Services, or such other officer as directed by the Chief Executive Officer

	Responsible for: 
	Administrative and support staff assigned to the function


 

 
The International Protection Agency was set up in August 2020, replacing the Office of the 
Refugee Commissioner. In terms of the International Protection Act, Chapter 420 of the Laws of Malta, it is the government entity responsible for receiving and examining applications for international protection. 
 
1. Job Profile 

The Senior Executive Officer – Procurement and Administration is responsible for coordinating and overseeing the Agency’s procurement and administrative functions, ensuring that activities are carried out efficiently, transparently and in accordance with applicable legislation, policies and procedures.
The postholder will coordinate procurement procedures, support contract administration, oversee general administrative and office-management functions, maintain appropriate records and audit trails, and contribute to the effective management of the Agency’s resources. The postholder will also be assigned responsibility for coordinating occupational health and safety matters within the Agency.
For procurement financed wholly or partly through European Union funds, the postholder shall liaise and coordinate with the officer responsible for EU-funded projects to ensure compliance with the applicable procurement, eligibility, reporting, documentation and audit requirements.


2. Eligibility Requirements: 

1. By the closing time and date of this call for applications, applicants must: 
 
a) Be citizens of Malta; or  
b) Be citizens of other Member States of the European Union who are entitled to equal treatment to Maltese citizens in matters of employment by virtue of EU legislation and treaty provisions dealing with the free movement of workers; or 
c) Be citizens of any other country who are entitled to equal treatment to Maltese citizens in matters related to employment by virtue of the application to that country of EU legislation and treaty provisions dealing with the free movement of workers; or 
d) Be any other persons who are entitled to equal treatment to Maltese citizens in matters related to employment in terms of the law or the above-mentioned EU legislation and treaty provisions, on account of their family relationship with persons mentioned in paragraph (a), (b) or (c); or 
e) Be third country nationals who have been granted long-term resident status in Malta under regulation 4 of the “Status of Long-Term Residents (Third Country Nationals) Regulations, 2006” or who have been granted a residence permit under regulation 18(3) thereof, together with family members of such third country nationals who have been granted a residence permit under the “Family Reunification Regulations, 2007”. 
 
The advice of the Department of Citizenship and Expatriate Affairs within the Identity Malta Agency should be sought as necessary in the interpretation of the above provisions. 
 
The appointment of candidates referred to in (b), (c), (d) and (e) above would necessitate the issue of an employment licence in so far as this is required by the Immigration Act and subsidiary legislation. Jobsplus should be consulted as necessary on this issue. 

2. Meet the character requirements for the duties involved.[footnoteRef:1]  [1:  Before appointment, the successful candidate shall be asked to provide proof of a non-existent criminal record. ] 


3. Meet either of the following:

i. Route A: Public Service or Public Sector experience
Public officers who hold or have previously held a confirmed substantive grade in Salary Scale 8 or higher, or who have served for an aggregate period of five (5) years in one or more positions within the Public Service or Public Sector classified in Salary Scale 8 or higher, including positions held on an Objective Reason basis.
OR
ii. Route B: Master’s degree
A recognised Master’s degree at MQF Level 7, subject to a minimum of 90 ECTS/ECVET credits or equivalent, in Public Administration, Business Administration, Management, Procurement and Supply Chain Management, Law, Finance, Human Resources, Occupational Health and Safety, or another field relevant to the duties of the post, together with three (3) years of relevant work experience.
OR
iii. Route C: Bachelor’s degree
A recognised Bachelor’s degree at MQF Level 6, subject to a minimum of 180 ECTS/ECVET credits or equivalent, in Public Administration, Business Administration, Management, Procurement and Supply Chain Management, Law, Finance, Human Resources, Occupational Health and Safety, or another field relevant to the duties of the post, together with four (4) years of relevant work experience.

Definition of Relevant Work Experience
Relevant work experience means experience in procurement, public procurement, tender administration, contract management, general or corporate administration, office management, compliance, project coordination, facilities or asset management, audit support, staff supervision, or related managerial, executive or operational functions.


3. Duties and Responsibilities 
The Senior Executive Officer – Procurement and Administration shall:
Procurement
1. Coordinate and administer procurement procedures in accordance with the applicable public procurement legislation, government policies, Agency procedures and delegated authority.
2. Assist in the preparation, review and processing of procurement documentation, including procurement plans, requests for quotations, tender documents, technical specifications, financial bid documents, clarifications, evaluation documentation, letters of acceptance and contractual documentation.
3. Conduct or coordinate market research to support procurement planning, cost estimation, value-for-money assessments and the selection of appropriate procurement procedures.
4. Ensure that procurement processes are properly planned, documented and conducted in a transparent, fair and timely manner.
5. Maintain complete and accurate procurement files, registers and audit trails, including records of approvals, correspondence, evaluations, contractual documents and procurement decisions.
6. Coordinate with procurement originators, technical officers, evaluation committees, finance officers, service providers, contractors and other relevant stakeholders.
7. Provide administrative and procedural support to evaluation committees and participate in such committees when formally appointed.
8. Monitor procurement timelines and follow up on pending documentation, approvals, clarifications, evaluations and contractual actions.
9. Support the administration and monitoring of contracts, including deliverables, contractual milestones, expiry dates, renewals, extensions, variations and contractor performance.
10. Monitor compliance by suppliers, service providers and contractors with relevant contractual conditions and bring identified issues to the attention of the appropriate senior officer.
11. Maintain a register of active contracts and provide timely notification of contracts that require renewal, replacement, extension or other action.
12. Support the preparation of procurement forecasts and annual procurement plans in consultation with the relevant units and management.
13. Liaise with the Department of Contracts, Sectoral Procurement Directorates and other competent bodies, as required.
14. Provide guidance to Agency officials on procurement documentation, procedures, record keeping and compliance requirements.
EU-funded procurement
1. If procurement financed wholly or partly through EU funds, liaise closely with the officer responsible for EU-funded projects.
2. Ensure that EU-funded procurement processes are coordinated with the relevant project plan, approved budget, implementation schedule and funding conditions.
3. Coordinate with the officer responsible for EU-funded projects regarding expenditure eligibility, procurement timelines, reporting obligations, document retention and audit requirements.
4. Ensure that the required procurement records and supporting documentation are made available to the officer responsible for EU-funded projects, management, managing authorities and auditors, as applicable.
5. Immediately communicate any procurement delay, variation, compliance concern or other matter that may affect the implementation or eligibility of an EU-funded project.
6. Support the preparation of information and documentation required for verifications, monitoring exercises and audits relating to EU-funded procurement.
Administration
1. Coordinate the Agency’s day-to-day administrative functions and contribute to the efficient operation of Corporate Services.
2. Develop, review and implement administrative procedures, protocols, internal controls and standard operating procedures.
3. Coordinate office administration, including the management of records, correspondence, inventories, assets, supplies, facilities and administrative service arrangements.
4. Ensure that administrative records are accurate, updated, appropriately filed and retained in accordance with applicable requirements.
5. Monitor administrative workflows and recommend measures to improve efficiency, accountability, coordination and service delivery.
6. Coordinate administrative support across the Agency and ensure that requests are directed to the appropriate section or responsible officer.
7. Prepare reports, briefing notes, correspondence, statistics, procurement updates and other documentation required by management.
8. Support budget planning and expenditure monitoring relating to procurement, administration, facilities and contracted services, in coordination with the Finance function.
9. Monitor the provision of administrative and contracted services and follow up on identified deficiencies.
10. Assist with the management of the Agency’s facilities, equipment, inventories and physical assets.
11. Support the organisation of meetings, events, training activities and official visits, as required.
12. Ensure that administrative activities comply with applicable confidentiality, data-protection, document-management and information-security requirements.
Health and safety responsibility
1. Coordinate the Agency’s occupational health and safety arrangements in consultation with management, appointed competent persons and other responsible officers.
2. Assist in coordinating workplace inspections, risk assessments and the implementation of identified preventive or corrective measures.
3. Maintain appropriate records relating to occupational health and safety inspections, incidents, recommendations and follow-up actions.
4. Report identified occupational health and safety risks or non-compliance to the responsible senior officer and monitor agreed corrective action.
5. Liaise with competent authorities, professional advisers, service providers and contractors on occupational health and safety matters, as directed.
6. Promote staff awareness of occupational health and safety procedures, emergency arrangements and workplace responsibilities.
7. Support emergency preparedness, evacuation arrangements and related exercises.

Compliance, reporting and audits
1. Ensure that procurement and administrative activities are undertaken in accordance with applicable legislation, policies, internal procedures and delegated authority.
2. Support internal and external audits by preparing files, registers, records, explanations and supporting documentation.
3. Monitor the implementation of recommendations arising from audits, compliance reviews and management decisions within the postholder’s area of responsibility.
4. Identify administrative, procurement or compliance risks and bring them promptly to the attention of the responsible senior officer.
5. Contribute to the development of procurement templates, checklists, guidance documents and internal control mechanisms.
6. Maintain professional confidentiality and ensure the proper handling of commercially sensitive, personal and restricted information.
Supervision and liaison
1. Supervise, guide and support administrative staff assigned to procurement and administration.
2. Allocate work, monitor progress and ensure that assigned tasks are completed accurately and within the applicable deadlines.
3. Provide staff with guidance on procurement processes, record keeping, administrative procedures and internal controls.
4. Liaise with the Agency’s operational and corporate units to facilitate the timely delivery of procurement and administrative services.
5. Maintain effective working relationships with government departments, public entities, EU-funding authorities, auditors, suppliers, contractors and other external stakeholders.
6. Represent the Agency in meetings, working groups, training activities and other events held in Malta or abroad, as required.
7. Undertake continuous professional development relevant to procurement, administration, compliance and occupational health and safety.
8. Perform any other duties that are commensurate with the nature and level of the position and that may be assigned by the Chief Executive Officer or the respective line manager.
Authority and Accountability
The postholder shall operate within the parameters of approved delegated authority. All contract awards, financial commitments, statutory approvals and other binding decisions shall remain subject to approval by the appropriately authorised officer.
The postholder shall be accountable for the proper coordination, documentation and administration of the procurement and administrative processes assigned to them.
Key Competencies
The postholder should demonstrate:
· sound knowledge of procurement and administrative procedures;
· strong organisational and coordination skills;
· analytical ability and attention to detail;
· integrity, impartiality and confidentiality;
· effective written and verbal communication;
· the ability to manage priorities and meet deadlines;
· effective stakeholder-management skills;
· sound judgement and problem-solving ability;
· the ability to supervise and guide staff;
· an understanding of governance, compliance and audit requirements; and
· the ability to work effectively in a regulated public-sector environment.

4. Recruitment process 

4.1 Selection procedure
 
After the deadline for submission of applications, the Selection Board will verify the submitted applications against the eligibility requirements described in the previous section. Following this initial assessment, the Selection Board will assess the overall quality of the application and the applicant’s suitability for the post when compared to the established job profile. 

Eligible applicants will be assessed by a Selection Board to determine their suitability for the post. The maximum mark for this selection process is 100% and the pass mark is 50%.
 
The selection procedure may be organised online. In such case, further examination will be provided by IPA to candidates invited for an interview regarding the practical modalities for the assessment. 


5. Submission of supporting documents

5.1 Qualifications and experience claimed must be supported by certificates/transcripts and/or testimonials, copies of which are to be scanned and sent with the Application Form. 

5.2 Original certificates and/or testimonials are to be invariably produced for verification at the interview. 

5.3 A document proving identity and citizenship. 


6. Establishing the placement list

A placement list will be established based on the outcome of the assessment phase and will remain valid for a period of one year from the date of its establishment.  

Candidates are to note that inclusion on the reserve list does not guarantee recruitment. Recruitment will be based on availability of posts and budget. 
 

7. Conditions of employment
 
The Senior Executive Officer shall be appointed by the Chief Executive Officer, upon recommendation of the Selection Board, following the selection procedure. He/she will be recruited in line with Directive 7 as applicable to the International Protection Agency. 

The position is being offered on a 3-year Definite contract with objective reason (Regulation 7(4)(b)(i) of Subsidiary Legislation 452.81 entitled “Contracts of Service for a Fixed Term Regulations”).

The appointment is subject to a probationary period of twelve (12) months. 
 
The salary for the post of Senior Executive Officer is a non-Collective Agreement Grade and in the year 2026, is equivalent to €34,366 per annum, rising by annual increments of €641 up to a maximum of €38,212. The post further includes a Performance Bonus of up to 15%, a Responsibility Allowance of up to 10%, a Communication Allowance of €1,600, a Transport Allowance of €4,658 and a Continuous Professional Development Allowance of €500, per annum. 


8. Submission of applications

Interested candidates are required to fill in the IPA application form and send it in pdf format to recruitment@ipa.gov.mt by 11th November 2026 at 17:00 (CET). IPA will disregard any application received after this date and time. Applicants are strongly advised not to wait until the date of the deadline to submit their applications. IPA shall not be held responsible for any delays in submission of applications due to technical difficulties or any other factors that may arise. 
 
If a candidate is found to have provided false information at any stage in the selection procedure, IPA is within its capacity to disqualify the candidate in question. 
 
*** 
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