ANNEX 09 CA EED3 – Communication subcontracting staff roles

The structure of the project team is up to the subcontractor. However from existing experience the following positions were adopted under the CA EED3 predecessors:
Team Leader
The Team Leader provides strategic input to the CA EED communications strategy. The Team Leader is responsible for the consistency in the level of service and the quality of the delivery of all aspects of the tasks as described in the tender. The Team Leader must be in a position to participate at CA EED Management Team meetings on request and present all elements of the Communication tasks. The Team Leader must have extensive experience with working in an international environment and the ability to adapt to the needs of the project within the financial boundaries. The Team Leader is responsible for timely signalling of issues to RVO. 
Senior Expert
Planning and preparing the logistics for all CA EED3 meetings whether these be live or virtual. The expert is deemed to be proficient at reviewing venue quotes and have the ability to advise the CA EED3 coordinator on venue choices and service providers (streaming services, editors, photographers, amongst others). In addition the Expert is the main contact person for the members of the Management Team and provides support and advice in all matters concerning the organisation of meeting sessions, involvement of external speakers, reporting, drafting of questionnaires, documents and public reports.
The expert is responsible for the day to day management and delivery of the communications strategy and logistics aspect. This includes website, newsletters, webinars and the managing of further subcontractors.
Junior Expert
The junior expert supports the Senior expert and is responsible for the day to day delivery of the communications tasks: delivery of the website, newsletters, webinars, support to the members if the Management Team and in particular in relation to the development of questionnaires, evaluation of the PM and the reporting thereof, editing and producing reports. Liaison with external speakers and first point of contact for all general enquiries related to the CA EED meeting, website and programme.
Project Assistant
The Project Assistant provides support whilst preparing for the CA EED3 meetings and the uploading of documents to the website, registering new users, disseminating information and other support tasks.



