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Freedom House is considering applications for the position of Senior Program Officer for its Citizen Participation in Elections in Ukraine program. Details about the position and its requirements please find in the attached file. Interested applicants should send their CV and a letter of intention to inayeh@freedomhouse.kiev.ua, by May 15, 2004.
FREEDOM HOUSE

POSITION DESCRIPTION
TITLE:

Senior Program Officer


LOCATION:

Ukraine

DEPARTMENT:
Programs

DATE:

April 28, 2004

BASIC FUNCTIONS

Under the direction of the Project Director, the Senior Program Officer assists in all areas of program management for the Ukraine Election Support program. These will include, but are not limited to: assisting in the overall strategy, planning and evaluation of the program; monitoring both programmatic and financial activities carried out by grantees; acting as finance manager for the respective portion of the grants; and other duties as assigned.

ORGANIZATIONAL RELATIONSHIPS

Reports to: Project Director

Supervises: N/A

ESSENTIAL DUTIES

· Takes active part in the overall strategy, planning, and evaluation of the program, as requested by the Project Director.

· Assists the Project Director in implementing necessary activities meant to reach out to potential grantees and to ensure the selection of the best projects to be granted.

· Assists the Project Director in liaising with other organizations implementing similar programs.

· Monitors both programmatic and financial activities carried out by the grantees under a part of the major and medium grants, suggesting actions needed to help them achieve the desired objectives and results.

· Acts as a finance manager for the respective portion of the grants.

· Assists the grantees with/advises the grantees on the implementation of the granted activities.

· Follows and reports on political events in Ukraine, advising the team on their potential influence over the program.

· Assists the Project Director in networking with organizations interested in/working on election related programs.

· Takes active role in reaching out to potential funders and raising additional funds.

· Other duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES  

· Knowledge of the non-governmental sector in Ukraine.

· General knowledge of international donor strategies, programs and operations in Ukraine.

· Knowledge of general office management concepts.

· Ability to communicate effectively in English and Ukrainian and/or Russian both verbally and in writing.

· Ability to effectively write daily correspondence, reports, maintain documentation and complete required forms.

· Ability to utilize necessary office equipment and computers.

· Knowledge of Microsoft Word, Excel and other programs required.

· ability to work independently and to meet deadlines
· strategic thinking 
TRAINING AND EXPERIENCE 
· Bachelor’s degree required; Master’s degree preferred, preferably in political analysis, public policy and development, sociology
· Experience working with NGOs and on election related issues.

· Experience with USAID or other internationally funded assistance programs desirable.

