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Terms of Reference
For a full-time Program Coordinator for
Albanian Women Empowerment Network

	Organization:
	Albanian Women Empowerment Network

	
	

	Full-Time Position:
	Program Coordinator

	
	

	Location:
	Tirana, Albania

	
	

	Possible Starting date
	March 2025

	
	

	Duration of Position
	1 year (with possibility of extension)

	
	



Background Information on AWEN

Introduction
The Albanian Women Empowerment Network (AWEN) works in the field of protection of human rights, in particular of the rights of women and girls. The main aim of this network is the social, economic, cultural and political empowerment of Albanian women. The network already functions on the basis of a well-defined mission, a board of directors, six-monthly and yearly plans etc. The network consists of 10 organizations, which are located in all districts of Albania from north to south, and specifically: 
· “Agritra Vision”, Peshkopi
· “Gender Alliance for Development Centre”, Tirana
· “Counselling Line for Women and Girls”, Tirana
· “Jona”, Saranda
· “Me, the Woman”, Pogradec
· “Social Centre for Women and Girls”, Durrës
· Psycho - Social Centre “Vatra”, Vlora
· “Woman's Forum”, Elbasan,
· “Woman to Woman”, Shkodër
· “Center for Legal Civic Initiatives”, Tirana



Background information
AWEN works with member organizations throughout Albania to advocate for and promote women's issues. AWEN and its members have been actively working to improve the situation for women for many years now, and have during that time acquired experience and skills in advocacy, planning and implementation of their activities. AWEN aims to continue its work during 2025 for raising its performance, visibility and sustainability toward women’s rights and for this reason, AWEN is seeking to hire a Program Manager that will help achieve AWEN’s goals and objectives.

Required qualifications and experiences:

· University degree  preferably in social sciences, political sciences, etc (preferably post-graduate degree);
· Previous experience in Project Proposal writing;
· Five or more years of experience in project management, planning and implementation, familiarity with donor funded development projects; 
· Previous experience in advocacy initiatives and/or activities in relation to women human rights;
· Experience in development projects and project management experience, including solid experience in change management;
· Report writing skills;
· Experience in project proposal evaluation procedures;
· Excellent communication and networking skills;
· Experience in monitoring and evaluation of the project;
· Strong analytical skills, oral and written communication and team building skills; 
· Excellent working level of English language in both writing and speaking;

Responsibilities of the Program Manager:

Principal responsibilities:
· Management of project activities, work plans and budgets based on expected project outputs and results;
· On-going monitoring of the project activities;
· Conduct the internal project evaluation in collaboration with other project staff and network members;
· Maintaining regular communication with AWEN members as well as other potential beneficiary organizations, in the implementation of projects;
· Maintain regular communication with Project Director and other project staff;
· Building support for AWEN advocacy initiatives and closely direct the advocacy activities;
· Provide technical assistance to member organizations in advocacy and lobbying;
· Provide technical assistance to member organizations in monitoring and evaluation, in collaboration with other project staff;
· Develop and manage key contacts, relationships and partnerships with members of the network, service providers, civil society organizations and other stakeholders;
· Attend meetings, report assessment data to relevant clusters, and be a strong voice at Cluster meetings for more assistance where necessary;
· Prepare and update project annual and quarterly work plans, and submits these for agreement and approval;
· Provide technical advice to project beneficiaries, review technical reports and monitor technical activities carried out by responsible parties; 
· Ensure the timely submission of work plans, reports, outputs and other deliverables for review and evaluation, as appropriate; 
· Reports directly to the Executive Director.

This job description outlines only the general scope of the activity and the basic tasks and responsibilities associated with this position. It may be supplemented with a more detailed definition of tasks, responsibilities and work-plan and is subject to change at the discretion of the direct supervisor.


Application Procedure

[bookmark: _GoBack]Send the following documents by email to: info@awenetwork.org; 
     teuta.dedej@awenetwork.org

· Curriculum Vitae 
· Letter of Interest 
· Any documents proving your previous experiences and qualifications 

The documents should be sent no latter then 31 January 2015.
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