
VACANCY FOR THE POSITION OF TEAM COORDINATOR

Mineke Foundation (MF) is seeking a Team Coordinator to manage all operational activities of Mineke

Foundation and achieve her targets. Note that this position is hands on: you will need to carry out 

various operational activities and/or support team members in doing so. The Team Coordinator will 

be the focal point at Mineke Foundation and will initiate and oversee all activities we carry out.

 Key tasks: 

 oversee the smooth functioning of the office and ensure that all team members carry out

their tasks and responsibilities in line with the core philosophy of Mineke Foundation. The

Team Coordinator is responsible for the operational day-to-day management of MF;

 set a professional example for the team and work closely with our team members to ensure

the success of Mineke Foundation;

 manage projects as agreed on with the board, and ensure  provision of  pictures,  videos,

reports etc that will enable us to submit progress reports and do PR and fundraising;

 monitor and evaluate the progress and impact of Mineke Foundation's projects and activities

and provide recommendations regarding improvements in strategy, projects and activities

that will have a greater positive impact on our participants and working area; 

 actively work to create opportunities for Mineke Foundation to generate her own income

while remaining true to her vision and objectives;

 liaise  with  government,  local  and international  NGOs,  and 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 excellent coordination, and financial and administrative oversight to ensure that

Mineke Foundation complies with all laws, regulations, and requirements;

 participate in regular  meetings  with the board of directors to discuss ongoing activities,

progress, challenges and potential for improvement;

 submit bi-annual reports to the board of directors that include a financial overview.
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Desired skills and experience

 Our ideal candidate:

 is self-motivated, flexible, with a positive attitude and an entrepreneurial mindset;

 must have previous experience managing multiple projects and a team. Experience with

realizing the financial sustainability of either an NGO or school will be considered a pro;

 must have excellent communication skills, both written and verbal, and knowledge of MS

Office or similar, internet, email, and Skype;

 is results-oriented and maintains overview in complex situations;

 has financial management experience, and strong attention to details; 

 supports our views about development based on equality and self-reliance instead of charity;

 can work effectively with both local staff and international volunteers abroad;

 must be a “connector”: someone who is able to motivate others to support and participate in

Mineke Foundation's vision and activities. 

We have a 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 vocational education, computer classes/digital skills training, and social clubs for

children, teenagers and women. Our core philosophy is that people are responsible for their own 

lives. Mineke Foundation is a fully accredited local Liberian NGO and vocational training center. 

What we offer 

Mineke Foundation is a local NGO and offers a compensation package in line with the Liberian Labour 

Law. Working with us means that you will become part of a dedicated and motivated team focused on

making a real difference in people's lives. You will also become part of an international team 

consisting of volunteers from several countries. Our volunteers regularly join our team in Liberia to 

provide capacity building, knowledge exchange and additional project support.

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: 

Opposite Dry Rice Market, Barnersville Road, Gardnersville, Liberia. 

Application deadline is November 26, 2018.
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