
 
 

ANNEX V 

ROLE PROFILE 
PRINCIPAL BUSINESS PROCESS ASSISTANT 

 
 
The principal business process assistant takes responsibility by organising specific processes 
within the business area and ensuring their adaptation to changing needs in the specific 
domain of the Division/Section. The jobholder’s role is performed either individually or as 
part of a team. 
 
Principal business process assistants have a high degree of freedom to define work methods, 
and considerable autonomy to set objectives and establish schedules for themselves. They 
have freedom to change/innovate internal processes, within a framework defined by local 
management. 
 
When required, they will ensure that:  

• Contacts with relevant internal and parties are maintained; 
• Interaction takes place with the other (senior/principal) business process assistants 

within own team and, where relevant, across the organisation; 
• Interaction with professional staff and management on complex administrative 

matters within the area of responsibility is actively pursued; 
• Accurate information is circulated to the relevant parties in a timely manner; 
• Existing working practices are reviewed and proposals for new processes to increase 

effectiveness and efficiency are prepared and submitted; 
• Complex financial / statistical reports and management information are prepared 

accurately; 
• Complex enquiries from internal and external clients are answered promptly; 
• All issues related to the support of the business processes within the area of 

responsibility are dealt with efficiently; 
• Relevant business processes are effectively co-ordinated; 
• The interface with other business process support functions is effectively coordinated; 
• Specific issues are efficiently coordinated with internal and external parties; 
• Own information/knowledge on the business process(es) he/she is involved in is 

maintained; 
• Relevant business processes are effectively co-ordinated; 
• Support is provided for projects. 

 
Qualifications and Experience: 

• Formal commercial / vocational qualification or formal qualifications in business 
studies, administration or another relevant subject; 

• At least 6 years’ administrative experience; 
• Excellent knowledge of practices / procedures / systems relating to the business 

process; 
• Excellent knowledge of MS Office (Word, Access, PowerPoint, Excel and Outlook); 
• Expert user of IT applications supporting the administrative processes; 
• Drafting ability within sphere of responsibility; 
• Advanced level of English, both written and spoken with drafting ability within 

sphere of responsibility; 
• Working knowledge of one other official community language. 

 



Service Requirements: 
• Ability to manage multiple assignments simultaneously, prioritise and deliver 

results even when under time pressure; 
• Excellent communication skills and the ability to communicate effectively with 

staff at all levels within the ECB and outside; 
• Excellent interpersonal skills and the ability to work effectively in a team; 
• Self-motivation and the capacity to work on his/her own initiative and without 

close supervision; 
• Understands who his/her clients are and what their expectations are; 
• Extremely high level of professionalism, discretion and confidentiality. 
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