Association
of European
Businesses

Position: Committee Coordinator
Responsibilities:

Main duties involved with Committees and Working Groups include:

e Having reasonable expertise in the industries or areas covered by each
relevant committee and WG (familiarity with industry background, top
current issues, relevant Russian legislation, etc)

e Preparing for each Committee meeting, including arrangement of venues,
preparation of materials, formulation of agenda, etc.

e Preparing reports of meetings
Arranging meetings of Committee members with EU and Russian authorities
and other official representatives

e Drafting all official Committee letters, replies and inquiries to officials, as well
as to representatives of respective organisations and associations

e Preparing for the needs of the AEB Office all required information on
Committee activities (AEB Newsletter, Committee Reports, Monthly Reports,
AEB Business Quarterly, Annual Reports, etc.)

¢ Informing Committees and WG Members of relevant AEB activities.
Organising open meetings, round tables, seminars, conferences, forums
initiated by committees
Organising joint Forums with various EU and Russian authorities

e Participation in conferences — developing relations, searching for new
contacts and ideas

e Arranging other events (e.g., social events or trips) for Committee members
Attraction of new members in Committee industry or activity area

e Other duties: as required by management

Requirements:

University graduate in economics, law or social sciences with minimum 2 years practical
experience

Excellent verbal and written Russian skills

Good working knowledge of English (verbal and written) (knowledge of other European
languages is a plus)

Excellent interpersonal skills

Good computer skills, including working knowledge of MS, MS Excel and MS Power Point
Outstanding manners

Willingness to work hard and flexible working hours

Team player

AEB SPONSORS 2019 — CMOHCOPbI AEB 2019

e Allianz IC OJSC e Atos ¢ Bank Credit Suisse (Moscow) e BP « BSH Russia e Cargill Enterprises Inc. ¢ CHEP Rus e Clifford Chance ¢ Continental Tires RUS LLC ¢ Creon
Capital S.a.r.|  Deloitte « DuPont Science & Technologies e Enel Russia OJSC e ENGIE ¢ Eni S.p.A ¢ Equinor Russia AS e EY « FAURECIA Automotive Development LLC
» GE (General Electric International (Benelux) B.V.) ¢ HeidelbergCement « ING Wholesale Banking in Russia  John Deere Rus, LLC ¢ KPMG ¢ ManpowerGroup

o Mercedes-Benz Russia ¢ Merck LLC e Messe Frankfurt Rus ¢ MetLife ¢ METRO AG e Michelin ¢ Novartis Group ¢ OBI Russia e Oriflame ¢ Porsche Russland

e Procter & Gamble ¢ PWC ¢ Raiffeisenbank AO ¢ ROCA e Shell Exploration & Production Services (RF) B.V. ¢ Signify ¢ SOGAZ Insurance Group e Total E&P Russie

» Unipro PJSC e VimpelCom PJSC (Beeline) « Volkswagen Group Rus OO0 e YITe YOKOHAMA RUSSIA LLC
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