TEMPORARY DUTY ASSIGNMENT
Scope of Work
TDY Information

	Title:  Pamodzi Project Coordinator
	Supervisor:  Brian Larson

	Country: US    
	City/Province:  Atlanta

	Start date:  mid-December
	End date:  

	Contact person:  Tricia Siaso
Contact e-mail address:  tsiaso@care.org
Please note that applicants will be asked to contact you directly at this address.


Scope of Work (Describe responsibilities, tasks, expected results/deliverables, language(s), experience and skills required)
	Reporting to the Director of Pamodzi, the Pamodzi Project Coordinator will support the Pamodzi work-stream members in carrying out various administrative and project coordination tasks. S/he serves as the liaison between the work-streams and ensures that appropriate non-Pamodzi CARE staff are reached out to for help when necessary. The coordinator facilitates the Pamodzi administrative responsibilities, coordinates logistics of trainings as well as other US-based Pamodzi events and handles a wide range of internal communications, both within the Pamodzi team and with the broader CARE audience. 

Requirements include 5 + years working in coordination roles, ideally in the non-profit sector and in an international context along experience in virtual meeting technologies.  The ideal candidate will have an established network within CARE along with the ability to establish and build relationships.  The position requires strong time management and prioritization skills.  French and/or Spanish is a plus!




Development opportunity (Describe the competencies and skills the incumbent may develop during the TDY as well as the support and coaching that will be provided)
	This TDY provides the opportunity to contribute to a fast, project-based environment within a rapidly changing context.  The position will interact with a large array of stakeholders.



