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Introduction 

Twice a year, Cedefop offers five-month periods of in-service training for young university graduates or public sector employees from the Member States of the European Union and a number of nationals of non-member countries. These training periods involve work experience in one of the departments of Cedefop. They start on 1 March and 1 September each year.

It is difficult to give an exact description of the type of work given to trainees but it would normally be equivalent to that given to junior administrative officials, e.g. writing minutes of meetings, research on a particular topic, assessment of scientific cooperation projects or programmes, etc.

· Click here to obtain an extract from the implementing rules concerning in-service training, which will give you some basic information.



· You can also download the official application form (in PDF) (FR, EN ) 

The software needed to read PDF files (Acrobat Reader) can be downloaded free from the Adobe Systems website.

It is important that you understand the recruitment procedure properly and that you complete the application form correctly. Please read the rules carefully because all applications which do not meet the criteria will be rejected.

We hope that the following information and advice will be useful.

Recruitment procedure 

Once the Administration has received your application, which must be accompanied by a copy of your degree certificate, you will receive an acknowledgement containing your candidate number (which should always be quoted in any subsequent contacts with Cedefop). Administration draws up the list of candidates to be considered and sends it to the Cedefop departments for the final selection.

Once the various Cedefop departments have made their final selection of trainees for each training period, the Administration will send an official letter only to the successful candidates informing them of the arrangements for their training period. Candidates who have not received a reply by the end of January or the end of July for the March and September training period respectively, may consider that they have not been selected for the traineeship.

The timing of these procedures is approximately as follows:

	Timetable
	March training period
	September training period

	Closing date for applications
	30 November, as evidenced by the postmark
	31 May, as evidenced by the postmark

	Acknowledgement of receipt of application
	Within one month of the closing date for applications
	Within one month of the closing date for applications

	Official letter
	Towards the end of January
	Towards the end of July


Applications received after the above-mentioned closing dates are rejected.

If your application is unsuccessful at the first attempt, you may nonetheless reapply for a subsequent training period. It is, however, necessary to submit a fresh application.

Training grants 
All candidates are considered eligible for a grant, and their travelling expenses (within certain limits) are also reimbursed.

In order to facilitate equal participation, disabled trainees may receive a supplement of 50% of the basic grant. The objective of this extra payment is to help disabled trainees to cover extra expenses such as transport, the cost of special accommodation etc. which might be required due to their disability.

Age limit 

The age limit for trainees is thirty. However, the Cedefop may make exceptions to this age limit at the applicant's request (in which case, a letter setting out the appropriate justification and requesting an exemption must be submitted with the application form).

Advice 

It is very important to attach to your application copies of your university degrees/diplomas (candidates who have completed their degree course but who do not yet have an official degree certificate may send a formal statement from their university confirming their degree result). Failure to comply with this condition is one of the main reasons for applications being rejected. Any other optional supporting documentation such as a detailed CV or references may be sent together with the application form to the Administration at the latest by the relevant closing date.

Please keep copies of all documents sent to the Administration. Please do not send originals of your degree certificates etc. It is not necessary to have the copies certified as true copies of the originals.

Wherever possible, please use a typewriter to complete your application form. If this is not possible, you should complete it by hand, writing legibly and using black ink (blue ink does not photocopy well).

Please only use the Cedefop application form. Please do not retype the form.

Please complete all the sections of the form to the best of your ability; do not write 'see enclosure' or 'see annex'. This is important because if your application is successful in the initial stages, only the first page of the form will be forwarded to the various Cedefop departments for final selection. 

It is important to complete sections 8 and 9 of the application form particularly carefully. Your choice of activity, unit or department is important because Cedefop is obliged to maintain a certain balance between the various units called upon to accept trainees.

· Detailed information on the role and objectives of all the units and departments at Cedefop is available on the Internet.

A Cedefop liaison office comprising three people is based in Brussels.

It is a good idea to indicate in section 8 if you would like or would be prepared to spend your in-service training period in Brussels.

Linguistic in-service training 

The Cedefop translation service (FR, EN, DE, EL) also offers the possibility of in-service training. 

The selection procedure described above also apply to candidates wishing to spend a period of in-service training with the translation service. Trainees recruited to the translation service are normally employed in a language unit corresponding to their mother tongue or a language in which they are capable of working professionally. Trainees do the same work as the officials they are working with, translating into their mother tongue from at least two other Community languages. Their work is revised by experienced translators.

Some trainees may be called on to assist in searching for information and documentation. They may also be involved in machine translation or information technology applications for translators and they may also be assigned to the Terminology Service. 

If you are interested in in-service training of this kind, it is important that you say so in section 8 of the application form, indicating your order of language preferences (from which languages into which language you wish to work).

Supervision and evaluation 

The project leader or head of unit or department is responsible personally for welcoming, supervising and advising trainees throughout the period of in-service training. He or she may delegate this task to another competent person. Trainees are informed of these matters by the Administration in the official letter telling them about the arrangements for their in-service training.

The above-mentioned supervisor has regular contact with the trainee and provides a continuous assessment of his or her performance; no later than 15 days before the end of the period of in-service training, he or she draws up an assessment report using a standard Cedefop form.

If a trainee so wishes, the supervisor may also write letters of recommendation for him or her; these are forwarded to the Administration for inclusion in the trainee's file.
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