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Caritas Internationalis: Job Description

Position: Chief Administrative Officer

Reports to: Secretary General

Work Location: General Secretariat, Caritas Internationalis, Palazzo San Calisto, Vatican City.

Role

To support the Secretary General in the management of the General Secretariat with a particular focus on administration, Human Resources and IT needs.

Please note that this is a senior post. At least five years’ experience at a senior management level is necessary.

Key Responsibilities

Human Resources

The Chief Administrative Officer will:-

1. define and implement a professional system for the human resource needs of the Caritas Internationalis General Secretariat. He/she will lead and coordinate the development of policy, procedures and systems to support the effective and efficient management of personnel.

2. establish a system for exchange of staff between member organisations or regional secretariats and the General Secretariat and vice versa. 

3. ensure follow up of internal committees such as the General Secretariat Management Team and the personnel committee.

4. develop and implement an annual assessment scheme for staff, ensure proper training and ensure follow up of training proposals.

5. establish new recruitment and selection policies.

6. ensure the regular updating of job descriptions and performance reviews. 

Management

The Chief Administrative Officer will:-

1. manage on a day to day basis the General Secretariat to ensure the smooth running of the office and coordination of work to the highest professional standards.

2. work with the Head of Finance and Treasurer to develop a fair salary system and establish clear policies on remuneration. 

3. assist the Head of Finance in controlling costs and reviewing the Confederation’s income stream. 

4. manage contracts from suppliers and vendors. 

5. deputise for the Secretary General when he is out of the office on mission.

IT

The Chief Administrative Officer will:-

1. work with the Head of Communications in developing a policy on communications, including IT needs.

Profile
1. At least five years of direct professional experience in human resource management and administration ( including financial), preferably at an international level.

2. Knowledge of and commitment to the Church’s role in social justice.

3. Fluent English and Italian. A knowledge of French and Spanish would be useful.

4. Excellent analytic and computer skills and knowledge of current software applications.

5. Knowledge of local labour laws.

6. Proven knowledge of up to date management practices.

7. Knowledge of strategic planning and participatory management processes.

Education

Graduate degree in a directly related field.

Personal Competencies

1. Must be able to relate to people of different cultures and nationalities, be gender-sensitive and  diplomatic and tactful.

2. Must be a values-oriented person and act according to those values.

3. Must be able to orchestrate multiple activities at once to accomplish a goal, use resources effectively and efficiently, be able to measure performance against goals and evaluate results.

4. Must have a sense of humour and not be a clock watcher.

5. Must be able to work as part of a team.

Experience
This is a senior post which will essentially allow the Secretary General more time and space to dedicate to work for the Confederation rather than internal matters for the General Secretariat. It therefore requires someone with extensive international experience and a proven record as an effective human resource manager and administrator. At least five years’ experience at a senior management level is necessary.

Conditions

A suitable package will be offered to the chosen candidate.

How to Apply
Please send a full CV ( with three referees) and letter of application in English by email to: arcidiacono@caritas.va. The last date for applicants is: 26th July 2004. All applications will be acknowledged but only those called for interview will be further contacted. Please note that the dates for interviews are: 13th and 14th September 2004 and all interviews will take place in Rome.

We particularly encourage applications from women (including religious).
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