
 

 
Join the International Union of Architects (UIA), an international non-governmental 
organisation dynamically shaping its future:  
 
Founded in 1948, the International Union of Architects (UIA) is a federation of national professional 
organisations working to unify architects, influence public policy and advance architecture in the 
service of society's needs. The UIA represents architects on a global scale, contributes to the 
elaboration of common international standards for architecture and provides a unique forum for 
exchange, meetings and networking on architecture and for architects. 
 
The Union is governed by a Council elected for a three-year term. The UIA is known for its 
Congresses and Forums organised in various countries. 
 
The UIA’s work is primarily conducted through its Commissions and Work Programmes, which 
bring together architects and external experts from around the world in the following three thematic 
domains: 

• Education 
• Professional practice 
• Sustainability 

 
To gain a better understanding of the UIA, including its mission and activities, please refer to this 
presentation and the UIA Statutes.  
 
The UIA's General Secretariat is based in Paris and serves as the heart of the organisation. The 
Secretariat is tasked with organising the Union’s meetings and events as well as implementing the 
its policies. It comprises a team of employees and external service providers. The Secretariat, 
currently undergoing reorganisation, consists of a small team of four people, supported by two 
architects acting as coordinators and additional external support. 
 
As part of its new organisational structure, the UIA offers challenging positions and opportunities 
for professional development. At present, the UIA is inviting applications for the key position of 
Executive Director.  
 
Motivated and competent candidates are encouraged to apply and participate in this dynamic 
process. A selection panel of elected representatives and external experts will shortlist the candidates 
and interview the finalists. 
 
Recruitment Procedure 
To apply, please submit the following documents: 

• CV 
• Motivation letter in both French and English 
• Professional references (2-3 referees) 
• Copies of diplomas 

 
Note: Incomplete applications will not be considered. 
 
Submission of Applications 
Digital submission address: hr@uia-architectes.org 
 
  

https://www.uia-architectes.org/wp-content/uploads/2025/01/1-2025-UIA-presentation.pdf
https://www.uia-architectes.org/wp-content/uploads/2025/01/UIA-Articles-Bylaws-2024-EGA.pdf
mailto:hr@uia-architectes.org
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Interviews 
If you are selected, the recruitment process will proceed as follows: 

• Online interview: 20 or 21 February 
o Mode: Interview via Zoom 

• In-person interview: 26 or 27 February 
o Location: UIA, Tour Montparnasse, 33 avenue du Maine, 75015 Paris, 47th floor 

 
About the position 
The Executive Director will carry out all assigned tasks meticulously and protect the interests of the 
UIA in every respect. The Executive Director has the personal authority to manage and instruct the 
staff and is overseen by the International Officers (President, Secretary General and Treasurer). 
The Executive Director acts in consultation with and complements the role of the elected Secretary 
General: 

• The Executive Director is the head of the Secretariat with clear administrative tasks and 
responsibilities. They correspond to a fulltime job requiring continuous presence at the 
headquarters. 

• The Executive Director will operate under the oversight of the three international officers 
but will exercise appropriate authority over the staff. 

• The Executive Director will be responsible for the organisation of the Secretariat, will 
articulate staffing needs to the international officers, organise recruitment of new personnel 
and participate in the selection process. However, decisions regarding staffing will not be 
made unilaterally. Such decisions will involve the participation of the International Officers, 
particularly the President and Secretary General. 

• The Executive Director will represent the UIA when specifically asked to do so. External 
representation is typically undertaken by the elected International Officers or other 
designated officials.   

 
Job description / Main Tasks  
The primary purpose of this role is to ensure the smooth operation of the Secretariat, including the 
oversight of administrative arrangements, financial planning, personnel management and 
compliance matters. The Executive Director will also coordinate with consultants and external 
support.  
 
Key duties and responsibilities encompass: Administration. Finance, Compliance Matters, 
Personnel Management. 
 
In addition, the Executive Director will be entrusted with managing relationships with international, 
partner, and regional organisations, oversee the organisation of meetings and assist Council on 
policy matters.  
 
Detailed Description of Tasks 
Coordination (Liaison between Elected Representatives, Staff, Consultants and External 
Support)  
The Executive Director will: 

• Act as the main interlocutor of the International Officers and Council. 
• Act as a liaison between the elected members and staff. 
• Work closely with the Council and provide support to the Council’s Committees. 
• Implement decisions and adhere to guidelines issued by the President and Secretary General. 
• Organise and supervise the activities of the Secretariat and office staff.  
• Coordinate the work of consultants and external support. 
• Provide regular reports to the President and Secretary General. 
• Contribute to the development of institutional policy and ensure its effective 

implementation. 
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Planning, Organisation and Follow up of Statutory Meetings 
• Assist with the planning and organisation of statutory meetings. 
• Prepare Council meetings and General Assemblies in consultation with the President and 

Secretary General. 
• Assist in the preparation of meeting agendas and ensure follow up.  
• Monitor and document all topics and objectives to ensure clarity on decisions and actions 

taken. 
• Implement the decisions of the UIA’s governing bodies. 
• Organise and execute priority actions decided by the Council and evaluate their success. 
• Structure and monitor the outputs of the UIA Commissions and Work Programmes in 

collaboration with the Secretary General and with the assistance of the relevant coordinator.  
• Work closely with the elected Secretary General on content coordination matters. 

 
Policy Advisory and Development 

• Ensure continuity of policies. 
• Maintain regular consultation with the President and Council on all professional policy 

matters. 
• Undertake political monitoring, observing and tracking relevant policy areas. 
• Analyse and assess political and legislative developments on a global scale concerning the 

architectural profession. 
• Conduct research, analyse options and prepare executive summaries to facilitate Council 

decisions. 
• Document relevant information and identify contacts where necessary.  
• Process current and relevant information to the UIA Council, Working Bodies and Member 

Sections. 
 

External Relations 
• Maintain regular contact with international and regional organisations and UIA partners.  
• Develop and maintain effective working relationships with these organisations, in 

collaboration with the International Relations Coordinator. 
• Follow relevant external events focusing on information in line with priority objectives. 
• Plan external events in advance and share schedules with the Council. 
• Represent the UIA externally when requested by the international officers. 

 
Team Management and administrative tasks 

• Organise and manage the UIA office and staff. 
• Supervise and coordinate all staff. 
• Conduct annual appraisals of salaried staff, alongside the Secretary General, based on agreed 

objectives. 
• Monitor staff performance and implement checks and balances. 
• Identify appropriate CPD opportunities for staff development. 
• Plan staff leave schedules and ensure appropriate substitution during absences. 
• Keep the Secretary General informed of all important staff and secretariat matters and 

involve him/ her when necessary. 
• Ensure compliance with employer’s obligations and monitor legislative changes.  
• Ensure that all compliance issues and human resources matters are dealt with. 
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• Monitor and manage the working hours of Secretariat staff, including their presence in the 
office and annual leave schedules. 

• Propose necessary changes and update job descriptions and contracts for UIA employees.  
• Ensure that all staff are fully informed about the Health and Safety policy. 
• Maintain up-to-date contracts and job descriptions. 
• Implement tools and organise meetings to foster engagement, facilitate operations and 

ensure effective communication within the Secretariat team. 
• Involve and consult the HR consultant on all relevant issues. 
• Collaborate with coordinators in developing the work programme. 
• Ensure staff provide appropriate support to coordinators. 
• Conduct regular coordination meetings with coordinators, staff and the Secretary General. 
• Organise recruitment processes as decided in collaboration with the International Officers. 
• Oversee general correspondence and email management, ensuring proper follow-up is 

delegated as necessary. 
• Manage issues related to the premises. 
• Handle matters concerning insurances policies. 
• Order office supplies, including IT equipment. 
• Regularly update the UIA database. 
• Ensure proper archiving of documents and materials. 
• Implement data protection measures. 
• Implement and maintain cybersecurity measures to protect organisational information. 

 
Budget and financial management 

• Oversee the financial management of the UIA.  
• Prepare and monitor accounts and review and negotiate bank conditions. 
• Prepare all payments for processing by the accountant. 
• Organise the issuance of subscription invoices for Member Sections.  
• Conduct monthly reviews of accounts. 
• Sign off payments and expenses in accordance with UIA financial regulations. 
• Oversee the preparation of quarterly financial statements by the accountant and ensure their 

distribution as required.  
• Arrange all necessary logistics and documentation for the Finance Committee.  
• Liaise with Treasurer on financial matters. 
• Prepare financial reports for Council and General Assemblies. 
• Manage and control the UIA budget. 
• Fulfil all legal and contractual obligations (insurances, bank accounts, etc.). 
• Ensure compliance with all regulatory and legal requirements with the support from the 

accountant. 
 
Profile and Qualifications 
 
Candidates with diverse backgrounds are encouraged to apply for this position. Specific 
professional experience will be considered equivalent to academic qualifications during the 
evaluation process. 
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Educational Qualifications: 
• Master’s degree in Political Sciences, International Relations, Business Administration or a 

related field.  
• Alternatively, a Master’s degree in Architecture with administrative experience. 
• Minimum requirements: Master’s degree with at least two years of professional experience, 

or Bachelor’s degree with a minimum of five years’ experience. 
 
Background: 

• Experience in architects’ organisations and/or international organisations. 
 
Languages:  

• Proficiency in both English and French (ideally bilingual). 
• Knowledge of additional languages is an asset but are not a requirement.  

 
Skills 

• Experience in office management and bookkeeping. 
• Proficiency in IT tools, including Microsoft Word, Excel and PowerPoint. 

 
Profile  

• Independent, self-motivated, confident and a team-player. Big sense of responsibility. 
 

Competences:  
• In-depth understanding of the architectural profession and its current global challenges. 
• Ability to organise, synthesise information, and contribute to strategic planning. 
• Capacity to understand and adapt to different cultures while working in a multicultural 

environment. 
• Capacity to lead and motivate a team while also being an effective team member. 
• Ability to face challenges 
• Capability to work intensively and adapt to changing circumstances. 
• Flexibility in responding to evolving leadership dynamics. 
• Diplomatic and negotiating skills 

 
Requirements: 

• Loyalty, discretion and adherence of protocol. 
 
Remuneration 
Reference remuneration: €80,000€ to €90,000 per annum, depending on the candidate’s profile 
and experience. 
 


