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LO2023 – Legal Officer 
 

 

Reference of this publication: LO2023 

 

COST 
 

COST – European CO-operation in Science and Technology – provides networking opportunities for 
researchers and innovators to strengthen Europe’s capacity to address scientific, technological and societal 
challenges. There are three strategic priorities: promoting and spreading excellence, fostering 
interdisciplinary research for breakthrough science, and empowering and retaining young researchers and 
innovators. COST implements its mission by funding bottom-up, excellence-driven, open and inclusive 
networks for peaceful purposes in all areas of science and technology. 
 
The COST Association is an international non-profit association based in Brussels with a membership of 43 
European countries. It draws its funding from the EU Framework Programme for Research and Innovation, 
Horizon Europe, through Specific Grant Agreements signed under the umbrella of a Framework Partnership 
Agreement with the European Commission. 
 

 

Position Responsibilities 

The Legal Officer’s primary responsibility is to provide professional legal support and assistance to the 
COST Association and assist in reducing exposure to legal risks by providing sound advice, accurate 
information and high-quality work. Due to its intergovernmental character, pan-European scope of activities, 
and in accordance with its agreements with the European Commission, the COST Association covers a wide 
range of legal matters and enters into a number of contractual relationships. 
The Legal Officer is expected to address matters pertaining to COST Association statutory rules and 
procedures. The Legal Officer is engaged in the formulation and preparation of documents such as grant 
agreements, memoranda of understanding, providers and service contracts, and other contractual and legal 
documents. 
The Legal Officer needs to work both in compliance with the Belgium law and according to EU Financial 
Regulations and guidelines as well the Framework Partnership Agreement and Specific Grant Agreement 
with the European Commission. He/she will guide in the development and use of the set of COST Rules and 
annotated rules alongside internal and strategic policies. The Legal Officer will work hand-in-hand with 
COST Association colleagues and, where requested, with external experts to guarantee legal certainty. 
The Legal Officer reports directly to the Head of Policy Unit. 
This position will involve: 
 
Corporate 

 Leading the regular update of the set of COST Rules and annotated rules, guaranteeing stable 

terminology, coherence and consistency; 

 Conducting legal analyses of issues arising both in connection with the COST operations and with the 

COST Association legal frame; 

 Monitoring European Commission and COST legal and financial regulations for coherence and 

consistency of COST agreements, rules and procedures; 

 Assisting the COST Association in drafting, amending and interpreting legislative documents; 

 Representing COST at relevant external meetings and conferences when necessary. 
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Governance 

 Supporting governance-related legal matters (COST Association Statutes, Internal Rules, etc.). 

Grant Agreements 

 Verifying and revising where necessary the COST Action Grant Agreement, amendments and related 

procedures; checking Grant Holders’ statutes as required; 

 Providing support to the Grant Holders and beneficiaries of COST Action Grant Agreements;  

 Developing COST financial regulations and procedures; contributing to the revision of the COST 

Decentralised management (so-called COST Grant System); 

 Providing legal support to the preparation of the Specific Grant Agreements with the European 

Commission as well as of the yearly reports as requested. 

Data Protection 

 Assisting colleagues with regards to legal and administrative questions, arising both in connection with 

the COST operations and with the COST Association legal frame; 

 Developing sound policies for handling personal data that comply with the General Data Protection 

Regulation (GDPR); 

 Informing and advising the data controller or processor and their employees of their obligations under 

the EU Data Protection Law; 

 Monitoring compliance with EU Data Protection Law and the internal organisation policies. This 

includes providing training to staff, organising awareness-raising campaigns, and performing internal 

audits; 

 Providing advice with regard to privacy impact assessments; 

 Cooperating with the Data Protection Authority and acting as their point of contact; 

 Handling general legal matters and fulfilling other responsibilities and tasks in the interest of the COST 

Association, as mandated by the Head of Policy Unit or by the COST Association Director. 

 

Profile and Competencies 

Candidates should demonstrate the following competencies: 

EDUCATION & EXPERIENCE 

 Master degree in law or equivalent by experience;  

 Recognised at least 10 years’ working experience as legal officer or equivalent, including a minimum 

of 3 to 5 years’ experience in European affairs;  

 Knowledge of Belgian and European procurement law and GDPR; 

 High standard of spoken and written English and French, good knowledge of other European 

languages is an asset; 

 Experience in research, higher education, academic or not-for-profit environments is desirable. 

 

SPECIFIC COMPETENCIES 

 Experience with EU related legislation and procedures, grant agreements, grant assessment and 

review processes; 

 Understanding of different types of contracts, including maintenance, providers and service contracts; 
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 Proven experience in working with a wide range of European universities, research organisations and 

private companies; 

 Excellent knowledge of European decision-making processes and policies; 

 Familiarity with review processes, general science and project management; 

 Understanding of financial mechanisms and guidelines; 

 Familiarity with national rules and regulations in European countries; 

 Specific areas of practice include European Data Protection legislation, contract law, corporate law, 

administrative law, Intellectual Property Law, and procurement, among other areas; 

 Understanding of the functioning of an International Non-Profit Organisation under Belgian law 

appreciated. 

OTHER COMPETENCIES 

 Service-oriented attitude with strong sense of purpose and drive to make a meaningful contribution to 

the COST mission; 

 Demonstrated ability to balance multiple tasks and work autonomously, excellent organisational skills; 

 Strong teamwork capacities and collaborative skills; 

 Excellent inter-personal and communication skills within a multi-national context, including diplomacy, 

discretion and confidentiality; 

 Solution-oriented, responsible, creative, and willing to take initiative; 

 Aptitude to offer solutions to increasing efficiency within the organisation; 

 Proven presentation and communication skills; 

 Commitment and accountability to deliver on tasks allocated and respond in a timely manner to 

deadlines; 

 Positive and constructive attitude in an evolving environment. 

 

The COST Association offers 

▪ A full-time permanent contract under the Belgian law  

▪ Start date: as soon as possible 

▪ A European working environment located in Brussels 

▪ Unless a national of the ‘EU and EEE’, candidates must be eligible to work in Belgium. If a 
non-EU/EEE candidate is selected, a residence and work permit would be requested by the 
COST Association to the Belgian authoritiers, subject to their approval. More information 
can be found on the following link: https://economy-employment.brussels/single-permit-
other-cases 

▪ Flexible working hours – 37,5 hours per week – 7,5 hours per day 

▪ Gross monthly salary as from 4600 EUR with a maximum of 5750 euros– depends on the 

candidate’s experience – Salary based on Belgian law (social security and taxes).  

▪ Meal vouchers 8 EUR net per worked day – contribution employee EUR 1,09 net per day 

(vouchers not granted for absences like holidays and sicknesses) 

▪ Transport costs reimbursed according to the legal prescriptions  

▪ Joint Committee (commission paritaire) 337 – private sector  

▪ Company closed from 24/12 until 02/01 included – salary paid but no meal vouchers granted 

▪ Group insurance and hospitalization insurance - fully paid by the employer  

▪ 20 days legal holidays per year (if the employee has worked a full year in Belgium the previous 

year – based on Belgian law) + 2.5 days extra-legal holidays per trimester = 30 days per year (+ 

https://economy-employment.brussels/single-permit-other-cases
https://economy-employment.brussels/single-permit-other-cases
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the closing of the company as mentioned above). For staff members not entitled to legal holidays, 

possibility to take unpaid leave (maximum 10 days per year) and European holidays.  

▪ Teleworking/homeworking: only on voluntary basis - maximum 8 days per month – Teleworking 

only possible in Belgium – not abroad.  
 

 

Electronic applications - motivation letter with possible start date mentioned + CV in English (2 

pages maximum), a copy of the highest diploma/certification and at least 2 recent reference letters 

signed in English by the 1st round of interviews should be addressed to Barbara Bottiau and sent to 

job@cost.eu, mentioning the reference code LO2023 in the subject line. 

Please also mention the channel through which you applied. 

On the CV, the complete months and years of experience have to be mentioned (example: from 

01/05/2014 until 24/09/2020). 

 

Please note that the COST HR Team will only contact the candidates who are invited to the interview. 

No individual feedback will automatically be given to unsuccessful candidates. 

 

The 1st round of interviews will take place in the premises of the COST Association on 29/06/2023.  

Successful candidates will be invited to the second round which will take place on 06/07/2023.  

Address where the interviews will take place:  

COST Association – avenue du Boulevard/Bolwerklaan 21 – 1210 Brussels – (Near the Brussels 

North trainstation).  

 

For more information, please visit our website: www.cost.eu 

 

Deadline for application: 21/06/2023 included 

 

All personal data provided by applicants will be dealt with in compliance with the General Data Protection 

Regulation (Regulation (EU) 2016/679 of the European Parliament and of the Council of 27 April 2016 on the 

protection of natural persons with regard to the processing of personal data and on the free movement of 

such data, and repealing Directive 95/46/EC). Details about how we handle your data for recruitment 

purposes are to be found here.  

 

http://www.cost.eu/
https://www.cost.eu/legal/privacy-policy/

