Job Title

Office Manager/Project Coordinator

Reports To

WCN-ICC is managed on a consensus basis.  All staff report collectively to one another during weekly meetings and are responsible to the Steering and Management Committees (Boards of Directors) of the Network. 

Job Purpose

The Office Manager is responsible for organizing and coordinating the WCN office operations and procedures in order to ensure organizational effectiveness and efficiency.

Duties and Responsibilities

The Office Manager/Project Coordinator performs some or all of the following duties:


Office management 

· Deal with any queries via phone, email and general correspondence
· Design and develop office policies together with the other staff members

· Organize office operations and procedures, meetings and appointments

· Write the annual report together with the Network coordinator

· Plan and implement office systems, supplies and equipment procurement

· Maintain office records

· Liaise with gov't agencies/departments and other stakeholders in Czech

· Delegate work and workload planning

Financial assistance

· Liaise with the part-time accountant   

· Petty cash management and cheques processing 

· Grant administration together with the Fund Development Manager

· Assistance to Fund Development Manager for grants 

Project coordination

· Coordination of the EVS programme and the volunteers
· Coordination of one or more network projects  

· (Management Committee membership)

Promotion of the organization

· Foster an understanding of philanthropy within the organization 

· Develop a comprehensive communication plan to promote the organization to its members and maximize public awareness of the activities of the organization 

· Build relationships with stakeholders to advance the mission and the goals of the organization 

Perform other related duties as required


Experience

· Minimum 2 years experience of office and project management 

· Experience of a cross-cultural working environment

· NGO background preferable


Working Conditions

· Self-employment contract; zivnostensky list preferable

· Office environment 

· Standard work week with flexible hours

Qualifications

Education

· University degree (preferably in communications or management)

Knowledge, skills and abilities

· Knowledge of office administration

· Knowledge of human resource management and supervision

· Knowledge of project planning and management 

· Fluent English with excellent writing skills

· Excellent interpersonal skills

· Team building skills

· Analytical and problem solving skills

· Effective verbal and listening communications skills

· Very effective organizational skills

· Effective written communications skills

· Stress management skills

· Time management skills

· Fluent Czech with excellent writing skills

· Knowledge of European Union's Youth Programme

Proficiency in the use of computer for

· Word processing 

· Databases 

· Spreadsheets 

· E-mail 

· Internet 

· Publishing softwares (preferred but not obligatory)

· Basic html and/or CMS aka content management systems (preferred but not obligatory)

Personal characteristics

The Office Manager/Project Coordinator should demonstrate competence in some or all of the following:

· Creativity/Innovation: Develop new and unique ways to improve office operations and procedures in order to ensure organizational effectiveness and efficiency 

· Behave Ethically: Understand ethical behaviour and business practices and ensure own behaviour and the behaviour of others are consistent with these standards and aligns with the values of the organization. 

· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally, to achieve the goals of the organization. 

· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. 

· Foster Teamwork: Works cooperatively and effectively with others to set goals, resolve problem, and make decisions that enhance organizational effectiveness. 

· Lead: Positively influence others to achieve results that are in the best interest of the organization. 

· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the organization. 

· Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, information and activities. 

· Plan: Determine strategies to move the organization forward, set goals, create and implement actions plans, and evaluate the process and results. 

· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem. 

Working Conditions

The Office Manager/Project Coordinator works on a self-employment contract; therefore a zivnostensky list is required (may be obtained after hire).  Although a standard workweek with flexible hours is typical, overtime may be necessary on occasion.

Physical Requirements

There are no special physical requirements

Direct Reports

World Carfree Network is managed on a consensus basis.  All staff are responsible to one another and to the Steering and Management Committees (Boards of Directors) of the Network. 

