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This sheet outlines the human resources and the on-site organisational
arrangements for them.
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3.1 Description of the on-site organisation structure

The on-site organisational arrangements for human resources are made up of an
administration section and an operations staff section.

All the posts described below must be occupied by full-time on-site staff assigned
exclusively to handle the tasks covered by this contract.

3.1.1 Administration section
It covers the staff responsible for site management and for contractual and administrative
follow-up in respect of the site.

3.1.1.1 Contract Manager
The Contract Manager assumes contractual liability for the contract. He is the
CONTRACTOR’s sole representative under the contract and has been delegated all
the necessary powers for that purpose

He is only required to be present on site once per month for monthly meetings, in
addition to whenever Parliament deems necessary.

He will not be replaced when on leave, during which time the Site Manager outlined in
point 3.1.2.1 of this document will take on his duties.

Profile required
- Higher education qualification (school leaving certificate plus at least two years’

study) plus at least five years’ experience of duties similar to the duty sought or
school leaving certificate plus at least 10 years’ experience of duties similar to
the duty sought;

- Knowledge of the MS Windows office system environment plus Autocad;
- Knowledge of French at level C2 and of English at level B1;
- Knowledge of the COSWIN® CMMS.

3.1.1.2 Secretary
This post will be filled by an individual with a secondary-level secretarial assistance
qualification and good knowledge of standard office system tools.

Profile required
- Knowledge of French at level C2 and of English at level B1;
- Secondary-level secretarial assistance qualification;
- Two years’ experience of technical secretarial assistance duties.
- Knowledge of the COSWIN® CMMS.

3.1.2 Operations staff section
It covers all site maintenance and operation staff.

These staff members will not be replaced when on leave. However, the
CONTRACTOR will ensure that the human resources needed for operations to be
carried out properly are on-site. Under no circumstances may he cite absences of
staff on-site as a reason for failure to discharge his obligations.

3.1.2.1 Site manager
The Site Manager is responsible for the actual management of the site.
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A technician with in-depth technical knowledge of the area concerned plus high level
of familiarity with standard IT tools and training in team management.

Profile required
- Knowledge of French at level C2 and of English at level B1;
- School-leaving-certificate (or equivalent) in electrical, electronic and/or

electromechanical engineering plus at least five years’ experience of duties
similar to the duty sought or secondary-level vocational diploma (or equivalent)
plus at least 10 years’ experience of duties similar to the duty sought;

- In-depth knowledge of the COSWIN® CMMS (parametrisation and advanced
use);

- Advanced knowledge of the Autocad® computer-assisted design application;
- Advanced knowledge of the Crystal Report® application.

3.1.2.2 COSWIN® CMMS Manager
The COSWIN® CMMS Manager is responsible for CMMS management, follow-up and
configuration.
He will input information relating to maintenance activities on a daily basis.
He will provide training or information to any new staff members he wishes to use under
this contract.
As well as operating the CMMS system, he will use it to prepare any statistical and
summary studies of maintenance activities or any report requested by the European
Parliament:
He will replace the Site Manager during periods of absence.

Profile required
- Knowledge of French at level C2 and of English at level B1;
- School-leaving-certificate-level training (or equivalent) in electrical, electronic

and/or electromechanical engineering plus at least five years’ experience of
duties similar to the duty sought or vocational aptitude certificate/vocational
education diploma (or equivalent) plus at least 10 years’ experience of duties
similar to the duty sought;

- In-depth knowledge of the COSWIN® CMMS (parameterisation and advanced
use);

- In-depth knowledge of the Crystal Report® application.

3.1.2.3 Technicians
Individuals qualified in the areas covered by the technical lots for this contract. They
must be able to carry out their assignments independently.
They will be subordinate to the Technical Manager profiled in point 3.1.2.1

Profile required
- Knowledge of French at level C2 and of English at level A2
- School-leaving-certificate (or equivalent) in electrical, electronic and/or

electromechanical engineering plus at least two years’ experience of duties
similar to the duty sought or secondary-level vocational diploma (or equivalent)
plus at least four years’ experience of duties similar to the duty sought in the
field of safety;

- Knowledge of the COSWIN CMMS;
- Knowledge of the Autocad® computer-assisted design application.

3.2 Minimum functional staff plan

3.2.1 Definition
This is the minimum organisational structure which the Contractor must set up and
maintain, at all times, under this contract.
These members of staff must be assigned exclusively to the site on a full-time basis.
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The profiles are those outlined in point 3.1 of this document.

The figures given represent the minimum number of staff assigned for a particular
duty.

Administration section:

Secretary 1

Operations staff section

Site Manager 1
CMMS Manager 1
Technicians 6

It should be recalled that the minimal functional staff plan outlined above is not
representative of the staff actually required for carrying out the operations that are the
subject of this contract and that it is the sole responsibility of the contractor to recruit
additional staff members in order to fulfil his obligation in this regard. These additional
staff members may be permanent on-site employees or subcontractors.

3.2.2 Validation and checks
The staff taken into account for the purpose of calculating the number of staff
present shall correspond to the number of staff indicated in the operational
establishment plan who are physically present on the site.

The calculation period will be the calendar month.

3.3 Minimum resources

3.3.1 Definition of minimum resources
‘Minimum resources’ means the minimum staffing level which the CONTRACTOR
must maintain on-site, under this contract, on the working days and during the
working hours outlined in point 3.4.1 of this document.

The profiles are those outlined in point 3.1 of this document.

Administration section:

Secretary

Operations staff section

Six (6) operators (Site Manager or Technicians).

NB: Whenever the Site Manager is replaced by the Technical Manager,
the latter will not be counted when the number of operations staff
members is calculated.

3.3.2 Validation and checks
Compliance with minimum resources will be checked by comparing the number of
staff present on-site with the number corresponding to minimum resources.

The staff members to be taken into account as staff present on-site will be the full-
time permanent site staff. Staff on statutory annual leave will not be taken into
account when determining the number of staff present on-site.
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Checks will be carried out on a daily basis.
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3.4 Timetables and detailed service provisions

3.4.1 Working days and hours

For the purposes of this contract, the opening days and hours for the buildings
concerned are as follows:

 Working days: from Monday to Friday except public holidays;
 Working hours: from 7.00am until 6.00pm.

Public holidays for the purposes of this contact are the official public holidays of Belgium
and the European Parliament. During Belgian public holidays which are working days
for the Parliament, the CONTRACTOR will maintain minimum resources through the
stand-by system (see below).

After consulting the CONTRACTOR, Parliament’s representative may decide to alter the
days and times concerned so that the site can be operated to meet the needs of
Parliament’s departments.

3.4.2 Permanence of on-site resources

The CONTRACTOR will ensure actual continuous presence on site of the minimum
resources outlined in this document on the days and times specified above.

Outside those periods, use will be made of the CONTRACTOR’s stand-by staff for
any action needed.

Stand-by staff will have a good knowledge of the infrastructure in place and will be
authorised by Parliament to access site buildings.


