
 
 
 
 
 

Vacancies September 2018 
Deadline: 25th of February 2018 
 

The Green Office 
The Green Office is the student-run sustainability department of Maastricht University established in             
2010. We work in the portfolios of Governance, Operations, Research, Education and Community.             
Governance relates to the university’s strategy and policy towards sustainability as well as the              
management of the Green Office itself. The Operations portfolio aims at reducing the direct negative               
ecological and social footprint of the university. The Research portfolio aims at promoting and              
connecting research on sustainability. The Education portfolio fosters increased opportunities of           
education within the framework of sustainability at Maastricht University. Lastly, the Community            
portfolio aims at communicating these activities, raising awareness on sustainability matters, and dealing             
with issues of public relations. 

 

 

 

The Green Office team consists of six project coordinators active in the fields of Operations, Research,                
Education and Community and two Governance coordinators. We work very closely with the university,              
the UM Sustainability Task Force, and the UMGO coordinator.  
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Opportunities for you 
● An incredible learning experience in terms of knowledge and skills. Nearly everyone who has              

worked for the Green Office has considered this the best student job they could have possibly                
had. 

● The opportunity to have a direct positive impact to UM and the wider Maastricht community and                
to work on practical issues next to your studies. 

● Working with an amazing team of enthusiastic and professional students. 
● Gaining experience in working within a large organisation and together with full time staff              

members. 
● Access to a regional, national and European network of Green Offices as well as networking               

opportunities within the university. 
● Becoming part of the “UNESCO-Japan Prize”-winning Green Office Movement, which began here            

in Maastricht only a couple of years ago and already encompasses more than 20 offices. 
● Lifelong alumni status in Maastricht University Green Office and in the European Green Office              

Movement. 
● Taking part in international Green Office summits on an annual basis.  

 

Who we are looking for 

Required 
● Passion for sustainability. 
● Leadership skills – especially for the two Organisation & Governance positions. 
● A willingness to research and learn about new contexts (the learning curve can be experienced               

as very steep, and constant research on new possibilities is required). 
● An innovative and proactive approach to your work. Note that while people in the team and                

from the outside will expect a certain level of output and for you to meet goals your                 
predecessors have agreed to, how you accomplish this and even what exactly you do is often up                 
to you. While you may be asked to do or may volunteer for some tasks, you are expected to take                    
initiative and determine most of your tasks yourself. 

● Good time-management and planning skills, as well as high reliability. 
● Being persistent, but diplomatic.  
● Being confident in dealing with internal and external stakeholders on a professional basis. 
● Ability to lead a group of volunteers as well as being able to work alone in an efficient and                   

responsible manner. 
● Excellent communication skills: the ability to communicate eloquently and professionally 
● The ability to listen to others and regard advice, as well as feedback, as crucial to your work 
● The ability to constantly assess your own work and adjust your habits or tasks when necessary 
● The resilience to withstand pressure, a high workload, and simultaneous input and feedback  
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● A proactive and creative outlook, being able to independently derive your own tasks, execute              
them and evaluate them with limited or no guidance  

● Being pragmatic and flexible when encountering challenges  
● Any requirements that are specific to the position you are applying for (see relevant information               

sheet). 
 

Preferred 
● Dutch proficiency is a bonus, but not essential. It will be highly beneficial to communication with                

university staff members, especially in the Operations portfolio. 
● Prior knowledge of sustainability issues in general or the specific issues you will be dealing with                

in your position.  
● Prior experience in project management. 
● Any requirements that are specific to the position you are applying for (see relevant information               

sheet). 

 

Working Conditions 

Requirements 
● Enrolled as a UM student at least until June 2019. 
● Available to work in this position (in Maastricht) until June 2019. The possibility exists to extend                

the employment until January or June 2020 if you continue to meet all requirements. 
● Dutch health insurance. You will be able to acquire this after getting a positive response from us.                 

As an EU citizen you will qualify for a government benefit that is slightly higher than the                 
lowest-rate insurances. 

● Important: if you have recently worked or are currently working for the university, please              
consult the contract issues information sheet. 

 

General Information 
● Paid for 10 hours a week, 10 months a year (excluding July and August). Note that the workload                  

per week can vary significantly (some weeks you might work up to 14 hours and some other                 
weeks less than that).  

● The gross salary per hour is linked to your age. A holiday bonus of 8% of your total wage is paid                     
every summer. 

o 18 years 6.53 € 
o 19 years 7.58 € 
o 20 years 8.63 € 
o 21+ years 10.38 € 
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● The work consists of individual work that can be completed on your own at the office, events                 
which you organise or are required or encouraged to attend, and meetings which are scheduled               
around your study and other activities. Once scheduled, you are required to actively participate,              
prepare for and in some cases lead meetings. 

 

What you need to submit 
To apply please submit your application in a single PDF document and send it to               
green-office@maastrichtuniversity.nl. Do not send more than one file, word documents or a zip- or              
rar-file. Your application should include: 

● A motivation letter of maximum 1 page. 
● Your CV (without a picture). You may provide a link to your LinkedIn profile, personal website                

etc. if you wish. 
● A recent transcript of grades of your current studies. If you are starting a new program in                 

September – of the last degree you completed. 
o For the Governance Coordinator Positions this should include any courses on statistics or             

data analysis which you may have taken throughout your studies. 
● Your hiring assignment: a project proposal that applies to the portfolio that you are applying for                

(to be found in the Assignment doc.)  
● You may include recommendation letters or certificates if you wish. 

 

Application deadline: 25.02.2018 
 

What will happen after you submit 
1. We will inform you if you have passed the first round. If you have, you will be invited for an                    

interview.  
2. Interviews will take place in the last two weeks of March.  
3. After the interview we will inform you of our decision around the beginning of April.  
4. If you receive a positive response you will be expected to immediately participate in the process                

of transitioning, taking place from April to June and will officially start in September. 

Open positions 
Please only apply to one position. Please note that we may consider you for a position other than the                   
one you applied for and may ask you about this in the interview. If you are also interested in other                    
positions, please mention this in your application. You should in that case be familiar with the                
particulars of these positions in the interview. Do not submit any extra documents or more than one                 
application. 
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Open positions: 

● Governance Portfolio  
o Administration & Assessment Coordinator 
o Strategy & Reporting Coordinator 

● Education Coordinator 

● Research Coordinator 

● Community Coordinator 

● Operations Coordinator 

 
 

Please read the information sheet on the position you are interested in before applying! 

 

Transitioning 
Please note that you are expected to actively participate in transitioning, starting from the moment that                
you receive a positive response from us. This means that you are expected to do some unpaid work                  
before September. The transitioning will take place during the next months, so you will be required to be                  
in Maastricht to attend our team meetings and other relevant meetings/events to your position. Please               
let us know on your application if you are not able to attend and why. If you are unable to be in                      
Maastricht, you should at least be available to attend meetings over Skype and make time to be                 
transitioned over Skype.  
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