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World Student Christian Federation

Inter Regional Office

Project Manager

Job Description

Position:                                 Project Manager, WSCF Inter-Regional Office 

Location: 


       Ecumenical Centre, Geneva

Working Percentage:
       100%

Context
The World Student Christian Federation (WSCF) is a federation of 107 national Christian student groups.  WSCF is ecumenical; welcoming people from all Christian traditions and encouraging dialogue among students of different traditions.  WSCF is comprised of members from Protestant, Orthodox, Pentecostal, Roman Catholic and Anglican traditions, and from other faiths.  

The Federation works both globally and regionally.  The six WSCF regions are Africa, Asia-Pacific, Europe, Latin America and Caribbean, Middle East, and North America.  The Federation’s programme in each region is directed by an elected committee and staff based in the WSCF regional offices in Nairobi, Hong Kong, Berlin, Buenos Aires, Beirut, and New York.  

Globally, the Federation’s work is governed by a General Assembly that meets every four years and that elects an Executive Committee with representatives from all the regions.  The WSCF Inter-Regional Office in Geneva provides co-ordination between the regions, organises global programmes and meetings, manages finance and administration, and produces global publications and communications.

The Project Manager works within the World Student Christian Federation’s Inter-Regional office, located in Geneva, Switzerland, and reports to the General Secretary.

Responsibilities

Project Management 

· Support the General Secretary in developing and managing all Inter-Regional Office (IRO) projects and programmes

· Take responsibility for management of the Ecumenical Assistance Programme

· Oversee the annual calendar and individual project timetables 

· Participate in the on-site implementation and leadership of Inter-Regional programmes, as determined by the General Secretary in consultation with the regional secretaries

· Monitor progress of staff and volunteers involved in projects

· Provide leadership in the evaluation of projects and preparation of reports 

Staff Management

· Supervise Interns and Volunteers: oversee their work, help them identify and maximise their gifts, develop and strengthen new skills, and prioritise tasks in their work for WSCF

· Collaborate with Staff in IRO and Regional Offices and promote effective sharing of information and mutual support

Organisational Development

· Assist in the organisation of statutory meetings, including the General Assembly, Executive Committee (ExCo), Staff and Officers Meeting

· Co-ordinate the taking and production of WSCF minutes

Communications

· Write and/or edit for WSCF publications and social media, as needed

· Maintain and/or create awareness of WSCF activities both within and outside the organisation

Competencies

· Ability to plan and prioritise work activities to meet organisational goals and organise and oversee work processes efficiently to achieve quality results
· Ability to co-ordinate programme planning, monitoring, reporting, and evaluation
· Ability to work in a multicultural, ecumenical environment
· Ability to lead teams effectively and show mentoring as well as conflict resolution skills
· Ability to work in a collaborative and collegial way with respect to cultural, gender, and age diversity
· Ability to motivate volunteers and professionals
· Ability to work effectively in a high pressure environment and to remain calm, in control, and good humoured even under pressure
· Demonstrate openness to change and ability to manage complexities
Required Qualifications

· Excellent organisational, administrative, and managerial skills

· Strategic, analytical and solution-oriented skills 

· Experience in programme/project design

· Excellent written and oral communication skills and excellent interpersonal skills 

· Advanced university degree in relevant field

· Engagement with the ecumenical movement, the church, and theological issues 

· Strong self-direction/motivation, focused, and organised

· Fluency and advanced writing skills in English. Working knowledge of French, Spanish, and/or Arabic an asset

· Computer literacy: Word, Internet, Excel, PowerPoint

Evaluation 

Regular evaluation of the Project Manager will be conducted in accordance with the guidelines as set out in the WSCF Personnel Policy and as agreed with Council for World Mission.
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