
 

 

Vacancy notice  
Permanent contract 
 
Department: Finance 
Post:  House Manager 
 
 

The International Trade Union Confederation (ITUC) represents the world’s working people 
with over 200 million members through 331 member organisations in 163 countries. We are 
the largest democratically elected movement in the world.  
 
We are looking for a talented House Manager to be based at our Brussels headquarters, 
responsible for the management of the building in which the ITUC (which has several other 
tenants) is located as well as of the Conference Centre. Initially the function would be related 
to moving the headquarters to an alternative location, and once that is completed, transitioning 
to replace our existing House Manager as he moves into retirement. 
 
 
JOB DESCRIPTION 

The job description is composed of different phases depending on the evolution of the project 
of the new building.  
 
At first, the main tasks will be supporting the Finance Director in the move to a new building 
including: 

• Supporting existing tenants (including the ITUC) in the definition of their needs, drafting 
of technical specifications and procurement files; 

• Following up on the implementation of the works, participating in meetings with 
architects and consultants supporting the project; 

• Most likely, finding new tenants for the new building. 
 
As soon as tenants are in the building the main tasks will be:  
 
Managing, maintaining and improving a 10-floor office building, including: 

• Security, cleaning, supervising renovations; 
• Relations with tenants; 
• Supervising services offered by the building (sport room, lunch facilities, etc.) and 

relation with potential suppliers where applicable; 
• Preparation and follow up on the budget of the building. 

 
Running an international conference centre including:  

• Promotion of the conference centre;  
• Relations with the customers; 
• Developing it so it can offer services aligned with customers expectation in the North 

area; This includes for instance catering, technological development, interpretation;  
• Supervising the billing services; 
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• Preparation and follow up on the budget of the conference centre. 
 
The person will work under the supervision of the Director of Finance of the ITUC and will 
supervise an assistant. 
 
 
PERSON SPECIFICATION 

Building management 
• Knowledge and experience in building development including organisation of works 

(fit-outs); 
• Good knowledge of the needs and potential services required in the management of 

the building; 
• Good knowledge of laws and regulations applicable to building management in 

Belgium (fire safety; access of person with limited mobility etc.); 
• Written and spoken knowledge of French and English; knowledge of Dutch an asset. 

 
Management of the Conference Centre 

• Experience in event management; 
• Good knowledge of the Brussels market (competition, potential customers, suppliers 

networking etc.) to enable a smooth start of the new conference centre; 
• Proficient in IT, more specifically in the management/implementation of hybrid 

meetings. 
 
Interpersonal Skills 

• Service-oriented attitude with strong sense of purpose and drive; 
• Good communication skills; 
• Advising skills; 
• Negotiating skills. 

 
Personal Attitudes 

• Accountability and result oriented; 
• Able to work independently, in a multi-cultural environment; 
• Sense for quality, efficiency and accuracy; 
• Adaptability and flexibility to cope with multi tasks and urgency; 
• Self-management and development: to work under pressure, to meet deadlines, to 

pick up new areas; 
• Creativity. 

 
Personal values 

• Integrity and discretion; 
• Cultural awareness and respect for diversity in a multicultural work context. 

 
We offer an attractive salary and important extra-legal benefits. Once appointed, the 
postholder must live within daily commuting distance from the Brussels’ office. 
The ITUC is an equal opportunity employer and we encourage appropriately qualified 
candidates, especially women, candidates from developing countries and minorities to apply. 
 

Closing date:  09 March 2021, 17:00 Brussels time 

Applications:  CV and cover letter should be sent in English to HR at jobs@ituc-csi.org 

mailto:jobs@ituc-csi.org

