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JOB DESCRIPTION 
 

Position title Legal Specialist  

Volume of 

employment and 

working time 

 

• Full-time employment; 

• Working time in accordance with the Employment Contract, Internal  
Rules of the Permanent Secretariat of the Intergovernmental Commission TRACECA 
(PS) and orders/instructions of the PS Secretary General (SG).  

• In the absence of the Legal Specialist his/her duties requiring urgent decisions 
shall  

be entrusted to the Head of Policy Development and Monitoring Division of the PS or the 
person assigned by the Head of Policy Development and Monitoring Division of the PS in 
the established order. 
. 

Salary size  • According to the Employment Contract. 

Main working 

relationship 

• Responsible to the Head of Policy Development and Monitoring Division of the PS;    

• Establishes working relationships with the PS experts and other staff members of 
the PS;  

• Establishes working relationship with the Ministry of Foreign Affairs of the depositary 
country and the Embassies of the MLA Parties to the Republic of Azerbaijan; 

• Establishes cooperation with the representatives of international organizations/ 
TRACECA partnership structures, TRACECA technical assistance projects. 

Objective of the 

position   

• Legal support of the PS activities with regard of the implementation of the Basic 
Multilateral Agreement TRACECA, policy documents of TRACECA; 

• Promoting and further advancing the harmonization of transport and transit 
legislation along Europe-the Caucasus-Asia corridor, including the development of new 
intergovernmental agreements;  

• Legal support of the PS internal activities. 

Main duties and tasks 
of the position   

• Monitoring of the implementation of the MLA, agreements and TRACECA policy 
documents, including preparation of the corresponding working documents/ studies/ 
statistics/ information on the quality level of their implementation; 

• Development of institutional recommendations for further improvement and 
development of the TRACECA corridor in close coordination with the PS experts and the 
MLA Parties; 

• Advising the MLA Parties on legal matters regarding the implementation of the 
MLA, TRACECA agreements, the IGC resolutions and recommendations;     

• Development of institutional initiatives concerning the harmonization of the MLA 
Parties legislation in the field of organizing and performing transportation;    

• Collection and processing of data on the current legislation of the MLA Parties on  
transportation and transit procedures (at the general level); 

• Provision of legal assistance to the Permanent Representations of TRACECA in 
the MLA Parties within the competence of the IGC TRACECA; 

• Advising the MLA Parties on legal and institutional issues, including signing, 
accession, and ratification procedures for the TRACECA agreements; 

• Elaboration of draft new agreements, amendments and additions to the existing 
agreements for the purposes of transport development along the TRACECA corridor;  

• Provision of internal consulting to the PS in codification of international and 
European laws, rules and agreements in the field of transport; 

• Studying current legislation of the MLA Parties regulating organization and 
performance of transport;  

• Development of draft memorandums of cooperation with international 
organizations, financial institutions, as well as further approval and support up to their 
signing; 

• Development of draft rules, procedures, regulations, guidelines, etc., to ensure 
the administrative activities of the PS. 

• Research and analysis of current international, European and national processes for 
the adoption of a legal framework regulating the procedures of international transport; 
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• Development of recommendations for the implementation of acts, agreements, 
conventions, etc., into the national legislation of the MLA Parties, promoting      the 
development of international transport; 

• Collection and analysis of research of TRACECA partners in the field of legal issues 
of procedures for organizing and performing transportation; 

• Development of proposals for establishing partnerships with international 
organizations and structures for TRACECA;  

• Assistance in the development of technical assistance projects and investment 
projects of TRACECA; 

• Assistance in the identification and development of project proposals and terms of 
reference for new TRACECA projects; 

• Assisting in identification and drafting project documentation and terms of reference 
for TRACECA projects in the field of legal harmonization and institutional strengthening; 

• Updating the TRACECA library materials with relevant information on the TRACECA 
ongoing projects; 

• Ensuring monitoring and updating of information regarding the status of international 
agreements concluded within the framework of TRACECA, as well as maintaining the 
relevant database; 

• Maintaining of regulatory/ reference database on the concluded international 
agreements within TRACECA, timely reflecting the amendments in the text, indicating the 
date and decision on amendments and/ or additions for the subsequent publication of 
current versions of documents on the TRACECA website; 

• Conducting contractual work of the PS Headquarters, including defining the types of 
contractual relationship, drafting agreements, checking the compliance of the PS 
agreements with international standards regarding the diplomatic missions and their 
correlation with local legislation;  

• Preparing procurement documentation for the PS; 

• Legal control and regulation of the contracts execution within the framework of the 
PS TRACECA Headquarters’ activities; 

• Analysis and submission of proposals to improve the contracts on organizational and 
technical activity of the PS; 

• Development, negotiation process and preparation for signing of the agreements to 
ensure the implementation of TRACECA events, including meetings of the IGC and PS 
IGC TRACECA and ad-hoc Working Groups; 

• Legal assessment of compliance with the legislation of draft orders, letters, rules, 
regulations and other legal documents submitted to the SG for signing;   

• Development and preparation for the signing of employment contracts and job 
descriptions of PS staff; 

• Preparation of draft orders on staffing issues, including recruitment, dismissal, 
imposing disciplinary sanctions, bonuses for employees, etc.; 

• Ensuring compliance with the legality of procedures for hiring, dismissal and transfer 
of the PS employees, as well as imposing disciplinary sanctions; 

• Support of the work of the competition committee for filling vacant positions in the 
PS; 

• Written and oral advice to the PS employees on legal aspects, documents being 
developed, and legal assistance in drafting legal documents; 

• Preparation of draft documentation for the TRACECA events, including meetings of 
the IGC and PS IGC TRACECA;  

• Control of responses to requests of the PS on his/her own topics; 

• Preparation and transmission of texts, documents and information to update the 
technical library/ database on legal topics; 

• Archiving and storing his/her own work related to the PS activities; 

• Compliance with the requirements of implementation standards and labour discipline.  
 

Minimum qualification 

requirements 

Higher legal education with 5-year work experience, preferably in the transport sector in 
government agencies and/ or in international organizations/ companies/ projects. 
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Required skills and 

capabilities   

• Knowledge of international legislation in the field of transport, transportation 
procedures;  

• Knowledge of the legislation of the Republic of Azerbaijan, regulating the PS 
administrative activities; 

• Knowledge of international law-making procedures; 

• Knowledge of the fundamentals of labour legislation; 

• Proficiency in the Russian and/ or English languages; 

• Good knowledge of standard computer office software; 

• Time-management skills, as well as the ability to work both independently and in a 
team;   

• Good skills in presentation of materials, negotiation and mediation;  

• Initiative, creativity, striving for self-improvement, analytical skills, and ethical conduct. 
 

 
Full name:  
 ________________________________________________________________________________ 
 
Date:  «___»  _____________ 20__  
 
Signature:  _____________________________ 

 

 

 

 

 

 

 

 

 

 

 

 


