JOB DESCRIPTION

Resident Advisor 
Background:

The project Capacity Building of Civil Society Organisations in Western Balkans and Turkey (Project EuropeAid/127427/C/SER/Multi), referred to as TACSO 2, forms part of the Civil Society Facility (CSF) that aims to strengthen civil society within a participative democracy, as well as to stimulate a civil society-friendly 'environment' and culture in all the IPA beneficiary countries, i.e. Albania, Bosnia and Herzegovina, Croatia, Kosovo under UNSCR 1244/99 (hereafter referred to as Kosovo), the former Yugoslav Republic of Macedonia (hereafter referred to as Macedonia), Montenegro, Serbia and Turkey. 

The project’s general objective is to strengthen the overall capacities and accountability of CSOs within IPA beneficiaries and to guarantee the quality of services of CSOs and a sustainable role of CSOs in the democratic process. Project implementation (phase 2) started in mid-August 2011. National-level activities are coordinated by a so-called TA Desk in each beneficiary country. Due to the size of the country, in Turkey there are two offices, in Ankara and Istanbul respectively. The Resident Advisor is based in Ankara. 

Local Advisory Groups consisting of a total of approximately 100 stakeholder representatives assist in setting priorities and elaborating work plans within the context of the overall project ToR. At the regional level, project activities are supported by and coordinated from a regional office (RO) in Sarajevo. 

The Resident Advisor (RA) is responsible for the implementation of the project at national level in each respective country. The RA reports to the project Team Leader (TL) who is responsible to the Project Director (PD) at SIPU International HQ in Stockholm, Sweden.

Key Responsibilities and Deliverables of the RA: 

· Organise activities and secure the achievement of expected project results based on the project’s ToR as well as agreed work plans

· Manage and support the national office staff
· Manage and follow the general project strategies and over all plans outlined by HQ

· Elaborate and manage the work plans for the country office and for the staff
· Currently review the institutional and legal environment for CSOs in the country
· Operate a help desk for CSOs and provide ad hoc advice/support to CSOs and to other stakeholders on demand
· Collaborate closely with relevant stakeholders and national CSOs
· Organise and implement information and partnership events
· Support and facilitate local, national and regional level networking
· Provide guidance and assistance to CSOs to enable them to improve the management of their projects including those funded by the EU
· Act as a project representative
· Host, participate and represent the project in various meetings and PR events
· Develop and implement training and work shop activities
· Participate in internal meetings and various internal concept development activities

· Liaise with project partners (including the national consortium partner) and government as well as the EU Delegation and other international partners as required from time to time

· Develop and implement an exit strategy in accordance with the project’s ToR
· Manage all project administration at the national level
This job description is not limited to the responsibilities listed and the incumbent may be requested to perform other relevant duties as required by project needs. The RA reports on the project technical implementation to the TL and to the PD concerning budget and financial reporting. The RA shall follow the instructions from HQ on communication and decision making procedures and on administrative procedures. The staff of the country office reports to the RA. The new RA will complement existing team members in terms of competences and experiences.
Competences: 

The following competences are required: 

· Strong managerial skills and ability to lead and motivate the team
· Excellent written and oral communication skills
· Excellent interpersonal skills with a demonstrated ability to build and maintain professional relationships
· Ability to operate sensitively in multicultural and cross-cultural environments 
· High level of planning, organisational and administrative skills, including flexibility, attention to detail and the ability to work under pressure to meet deadlines
· Analytical and problem solving skills
· High level of understanding the political context and its strategic implications
Experiences:
Experiences required for the position are:

· A relevant university degree or equivalent
· Minimum two years of relevant experience as manager, project manager or team leader including project reporting and project financial management
· At least five years experience in development work and demonstrated experience from NGO/CSOs work
· Extensive experience of working/communicating with the public sector
· Training experience 
· Excellent computer skills (Word, Excel and Power Point)
· Fluency in spoken and written Turkish and English 
· Experience of managing/working on EU projects
The deadline for applications is Tuesday 11 October. Applications including Motivation letter, EU CV and 3 references should be sent to the Team Leader Mr. Palle Westergaard, e-mail address: palle.westergaard@tacso.org

Stockholm
September 2011
