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Project assistant for the Study In Europe Fair (Johannesburg & Cape Town, February 2016) 

 

Duties 
 

1. Assist the project manager at Campus France, Paris and the University Cooperation Officer/ Campus France manager at 
the French Embassy in Pretoria in the project implementation 

2. Participate in developing and maintaining close links with South African higher education institutions, students, local partner 
institutions and other stakeholders 

3. Liaise with local service providers 
4. Undertake such other duties as may reasonably be requested within the purview of this post 
 

 
 

Duties and Activities 

 Activities 

1.  
- Provide support to the implementation of the project; 

- Prepare information in English (notes, presentations, reports); 

- Prepare practical information for exhibitors. 

2.  

 

- Ensure good contacts with the provider of the fair venues; 

- Coordinate the selection of student assistants and prepare their briefing; 

- Inform South African universities about the project; 

- Prepare documents for meetings with local partners and the Delegation of the European 
Commission and eventually participate in those meetings. 
 

3.  

 

- Ensure the contact with local service providers such as booth construction, freight 
forwarder, transportation companies, catering; 

- Coordinate shuttle busses to the venues; 

- Be in contact with the local communication agency and ensure the follow-up of the 
implementation of the communication and media campaign; 

- Prepare and implement communication activities (Facebook, newsletter etc.) 

- Help to organize a press conference; 

- Compile a press review after the event. 
 

4.  

- Provide logistical support; 

- Assist in budget issues and financial follow-up (payment of invoices etc); 

- Assume data-input for visitor registration 

- Check accommodation possibilities. 

 

Required skills:  

- Ability to work independently and as a team member  

- Must be fully computer literate (MS Office Suite)  

- Excellent communication skills 

Qualifications and experience required:  

- A degree in Marketing, Communication, Event management or Media studies  
- Prior experience advantageous  
Open to:Citizens or permanent residents in South Africa or applicants who are legally in a position to work in South 

Africa. 
Conditions: 400 euros/ month + travel allowance to and from the fairs.  

Duration: Mid-October/beginning of November 2015 to February 2016 (4.5 months) 

Location: French Embassy in Pretoria.   
To apply, please send CV with covering letter, to Nonhlanhla Kunene at pretoria@campusfrance.org 
Closing Date: October 10  
Only the short-listed candidates will be contacted and invited for interviews. 

 

 


