Embassy of Japan in Croatia


POSITION VACANCY:
Assistant Programme Coordinator

for the Grant Assistance for Grassroots Human Security Projects (GGHSP) Programme 
TERM OF CONTRACT: one-year contract from April 1, 2011 to March 31, 2012, with possibility of extension for another year (NOTE: The vacancy position is an independent contractor of the Embassy. The Embassy will not hire the contractor directly.)
THE EMBASSY OF JAPAN IS SEEKING: A local language speaking Assistant Programme Coordinator to assist a Japanese Programme Coordinator and to perform services for implementation of GGHSP. The amount of the remuneration for the services shall be determined according to regulations of the Ministry of Foreign Affairs of Japan. Social security payment and income tax are also included in the remuneration, and should be paid by the contractor. 

The tasks of the contractor include:

· distribution of general information to applicants on GGHSP
· technical and preparatory analysis of applications and project proposals

· facilitation and supervision of the projects as well as necessary on-site visits under implementation of GGHSP

· submission of monthly reports on such matters as the number of applications per month and suggestions for improving GGHSP
· other related tasks requested by the Embassy of Japan
QUALIFICATIONS REQUIRED:
1. An university graduate or equivalent qualification

2. Fluency in Speaking/Reading/Writing English

3. PC skills (Word, Excel, Internet)

4. Basic administration skills 
5. Prior work experience with similar tasks preferred

6. Croatian nationality is required

APPLICATIONS MUST INCLUDE:

1. Motivation letter

2. Curriculum Vitae (including your e-mail address)
3. 2 Essays on the following topics (up to 3 pages each);

(1) Needed assistance in Croatia (in Croatian)

(2) Demining process in Croatia (in English)
APPLICATIONS SHOULD BE BROUGHT OR SENT BY POST TO:

GGHSP Section

Embassy of Japan in Croatia
Boškovićeva 2, 10000 Zagreb
Tel: 01/4870 650
CLOSING DATE: February 28, 2011
