
VACANCY FOR THE POSITION OF PROJECT MANAGER VOCATIONAL TRAINING 

Mineke Foundation (MF) provides basic vocational & business training at her training center in 

Gardnersville, as well as outside of Montserrado County through Service Provider contracts. We are 

preparing to scale up our training activities by introducing more courses that can be developed into 

commercial businesses to provide employment for our graduated trainees. To this end, Mineke 

Foundation is seeking a Project Manager Vocational Training to coordinate and further develop all 

activities related to our vocational training courses, both in Gardnersville and across Liberia.

Key tasks:

1. Marketing and publicity of Mineke Foundation’s courses

Plan, coordinate and carry out marketing, publicity and outreach activities to promote the vocational 

courses that Mineke Foundation provides at her Gardnersville facility or in other areas. 

2. Develop vocational courses and manage operational aspects related to training

Work closely with our business development coordinator and other team members to develop new 

vocational courses, design the curriculum & training schedules, and manage operations when courses 

are implemented in Gardnersville and at other locations across Liberia. This also includes capacity 

building, management and evaluation of trainers. Evaluate and recommend improvements to our 

vocational training. Any new courses must have business potential, based on good market research.

3. Write service provider proposals for vocational training

Work with trainers to develop vocational training courses that are tailored to the needs of third 

parties wanting to contract Mineke Foundation. Carry out assessments in the field as necessary, draft 

proposals including budgets in collaboration with our operations officer, recruit trainers, and manage 

implementation and evaluation of the courses. Note that third parties may vary from community 

groups and local NGOs to international NGOs.

5. Liaise with relevant organizations and build and maintain partnerships

Liaise with (potential) partners for vocational training, relevant organizations, NGOs, businesses, 

government and local or regional leaders to develop partnerships that will increase Mineke 

Foundation’s ability to provide vocational and business training across Liberia.

Other responsibilities  

 ensure timely submission of relevant information to update partners, friends and supporters; 

 participate in Skype calls to discuss progress of and challenges facing ongoing activities; 

 submit reports as required, including a financial overview;

 work closely with the other team members to ensure the success of Mineke Foundation.
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Desired skills and experience 

Our ideal candidate for this position is self-motivated, enthusiastic, punctual and flexible with: 

 experience in developing vocational training courses, managing multiple vocational training 

projects, and managing a team of vocational trainers; 

 a results-oriented attitude with the ability to keep an overview in complex situations;

 a dedication to being the best possible representative of Mineke Foundation; 

 excellent skills in MS Office or similar, internet, email and Skype;

 excellent analytical and communication skills, both written and verbal; 

 a belief that development is based on equality and self-reliance instead of charity or aid; 

 the ability to work with both local staff and international volunteers.

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. 

Our 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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