
VACANCY
FOR THE POSITION OF
TEAM COORDINATOR

Mineke Foundation is seeking a Team Coordindator to coordinate all activities offered by the Foundation in
Gardnersville, Liberia. The Team Coordinator, who will lead the established team, will work closely with 
other team members and partners towards achieving the sustainable development goals and the 
realization of Mineke Foundation's vision of self-reliance and self-responsibility in the Foundation's working
area. Mineke Foundation is also dedicated to working with partner organisations to bring high quality 
activities to our working area.

Mineke Foundation currently offers three vocational training courses, and plans to expand the number of 
courses in the coming years.  Additionally, Mineke Foundation runs a Kids Club, a Youth Club and a 
Women's Club, and provides compulsory business training for the participants in the vocational courses. 
We also have a well-established Savings Club for members of our Women's Club.

Responsibilities
 work closely with the other team members to ensure the success of Mineke Foundation;
 ensure that all team members carry out their tasks and responsibilities in line with the core 

philosophy of Mineke Foundation;
 manage and evaluate the other team members, including on professionalism;
 monitor and evaluate the impact of Mineke Foundation's projects and activities and provide 

recommendations to the board regarding improvements in strategy, projects and activities that 
will have a greater positive impact on our participants and working area;

 manage designated projects as agreed on with the board;
 provide material (pictures, videos, text etc) that will enable Mineke Foundation to do progress 

reports to donors, friends and supporters through various communication channels, as well as do 
PR and fundraising;

 liaise with government, other (I)NGOs, local and regional leaders, to develop and maintain 
positive relationships between them and Mineke Foundation, as well as develop partnerships that 
will increase Mineke Foundation's impact in her working area;

 maintain adequate financial and records to ensure that Mineke Foundation complies with all laws 
and regulations, as well as required by the board;

 ensure that all reporting requirements are met, both according to local laws and regulations, and 
as required by the board;

 oversee the smooth functioning of the office;
 resolve any disputes between team members that they have proven unable to resolve themselves;
 participate in a minimum of weekly Skype talks with the board to discuss ongoing activities, 

progress, challenges and potential for improvement;
 submit bi-annual reports to the team coordinator that include a financial overview.

Desired skills and experience
As Mineke Foundation is a small but ambitious organization, our ideal candidate is self-motivated, 
flexible, and has a positive attitude. For this position in particular, our ideal candidate would:

 be dedicated to being the best possible representative of Mineke Foundation;
 have previous experience with managing growing humanitarian and social projects;
 have previous experience managing a team;
 have financial management experience and strong attention to details;
 be able to work with MS Office or similar, internet, email and Skype;
 have excellent communication skills, both written and verbal;
 support our views about development based on equality and self-reliance instead of charity;
 have demonstrated an affinity with West Africa and/or Liberia;
 be willing and able to work with a multicultural team of volunteers and staff.

Given our participants and activities, there is a clear preference for a female candidate.



About Mineke Foundation
Mineke Foundation was founded in 2009 by Tonia Dabwe to continue the work of her Liberian father and 
Dutch mother in Liberia. Tonia's mother went missing during the Liberian civil war. 

Mineke Foundation provides education, activities for children and young people and encourages 
entrepreneurship in Liberia. Our core philosophy is that people are responsible for 
their own lives. We help people accept and achieve self-reliance through direct and long-term 
involvement in the communities we work in. 

Mineke Foundation is a fully accredited Liberian NGO and vocational training institute. We are also a fully 
accredited and volunteer-run NGO in the Netherlands, for administrative support and fundraising 
purposes.

What we offer
Mineke Foundation is a local NGO and offers a local package that is in line with or exceeds the Liberian 
Labour Laws.

Working with Mineke Foundation means that you will become part of a dedicated and motivated team that
will be focusing on making a real difference in people's lives.

You will also become part of an international team as we have team members and volunteers hailing from 
several countries. We also regularly have international volunteers joining our team in Liberia to provide 
capacity development, knowledge exchange and additional support for projects.

Application procedure and deadline 
If you are interested in the position, please submit an application letter and CV or certificate(s) through 
info@minekefoundation.org or submit it in person at our office at the following address: Behind New Hope
Central Church, Bardnersville Road, Dry Rice Market, Gardnersville, Liberia. 

Application deadline is July 10, 2016.

mailto:info@minekefoundation.org

