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Borgo Sto. Spirito, 4

Postal address: C.P.6139

00195 Roma - Italy

Website: http://www.jrs.net

JESUIT REFUGEE SERVICE

Position Title:  Assistant Programmes Coordinator (APO)
Location: 
International Office, Rome

Reports To: 
Programmes Coordinator 

Application letters with CV (including two references) can be sent by mail, fax or email to Mª Bema Solis FI (   MACROBUTTON HtmlResAnchor international@jrs.net
) or by post to
JESUIT REFUGEE SERVICE International Office, Borgo Santo Spirito, 4 C.P. 6139, 00195 Roma Prati, Italy or fax:  + (39) 06 6880 6418
The deadline for the applications is November 14th 2004.  
Position Purpose 

The JRS APC works closely with and reports directly to the Programmes Coordinator. In coordination with the Programmes Coordinator, he/she works closely with JRS Regional Directors around the world, as well as National and Project Directors and with JRS partner agencies. The APC is a member of the JRS International Office team, which supports the wider JRS network in order to accompany, serve and advocate the cause of the refugees and forcibly displaced people that JRS works with.

Key Responsibilities

1. With the JRS Programmes Coordinator, to facilitate the processes of planning and evaluation of JRS projects worldwide.  To keep track of projects undertaken in the name of JRS, to review project reports and proposals. To maintain up-to-date the narrative section of the JRS “operational projects database.

2. In close co-operation with the Programmes Coordinator, to support the Regional Directors and the regions in their work relating to project development & management. To monitor the JRS Project Reporting System. Develop appropriate material resources. 

3. To attend weekly JRS IO meeting, staff workshop & seminars, and other gatherings as appropriate.  Represent JRS programmes at meetings as requested by the Programmes Coordinator.

4. To assist in developing general appeals for support of the work of JRS.
5. To assist in developing partnership with new potential founders.
6. To assist the Programmes Coordinator in preparing and following up the various meetings of Regional Directors, particularly the meetings of the Africa Regional Directors. To provide secretarial and administrative support to the programmes staff.

7. To provide information and material to the communication Unit on the programmes developed in the JRS regions.

8. To co-ordinate mailings to and from staff: to keep records of outgoing and incoming materials, and to distribute appropriately; to attend to requests from field staff in co-ordination with programme staff.

9. To assist with making arrangements for JRS programmes meetings and special events; examples of duties include preparing and distributing agendas and relevant documents, making room reservations, assisting with logistical planning and implementation for visiting delegations, arranging for audio-visual needs, assisting in follow-up. To take minutes.


10. To organise and maintain unit calendars, files, and databases; to keep track of meetings, special events, and staff travel schedules related to the programme area. To organise and maintain resource files and publications, order publications/subscriptions.  To keep an inventory of unit supplies. To maintain and keep files up to date, sending materials to Archives annually.
Qualifications & Experience
General
· Understanding of and compatibility with the values of JRS
· Ability to work in multi-disciplinary team 
· Ability to train other
· Good communications skills, including writing reports
· Willingness to work and travel extensively overseas in difficult areas
Specific
· Educated to degree level (Political Science, Social Science, Economics or similar degrees)

· Demonstrated experience of the international aid sector and understanding of the Project Cycle Management issues

· Two years’ experience of working overseas in emergency and development programmes 
· Experience of monitoring budgets
· Excellent English language skills, with at least one other of French or Spanish (both - an advantage)
· Advanced proficiency in the Microsoft Office (Word, Excel, PowerPoint), email, etc.
· Knowledge of the Caritas Network and the role of Catholic Church in relief and development work is an advantage
An initial two-year contract. Remuneration includes  salary, insurance and social security arrangements and a housing subsidy.
JRS is an International Catholic organisation, present in over 50 countries, with a mandate to accompany, serves and defends the rights of refugees and forcibly displaced people. It engages in educational, social, pastoral, health and legal services among refugees and undertakes advocacy on their behalf. The international team, based in Rome, supports the JRS International Director to give leadership, co-ordination, planning and representation for the organisation worldwide.
