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Personnel Specification:

         Personnel Specification will be used to assess candidates as part of the short listing and interview process.
          Personnel specification can be:

· Essential

· Ability to take responsibility 
· Acts with integrity and fairness   
· Tenacious and energetic
· Self-starter but also able to work collaboratively with other team members 
·  Natural authority and confidence in dealing with people and situations  
· Able to be organised under pressure 
·  Resilient and determine
· Software ability Microsoft Excel, Word 365, PowerPoint and experience of finance systems and accounts
· Ability to communicate effectively and regularly to a variety of people

· Desirable

· experience in a leadership role
· management experience
· management human resources
· Sense of humour
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Job description

On the website www.businessdictionary.com we find a definition for job description and is:
   ‘’A broad, general, and written statement of a specific job, based on the findings of a job analysis. It generally includes duties, purpose, responsibilities, scope, and working conditions of a job along with the job's title, and the name or designation of the person to whom the employee reports. Job description usually forms the basis of job specification.’’
 (BusinessDictionary.com, 2019)


The general purpose of the job

· Effective co-ordination of all project activities to meet the goals set at the highest quality standards.
· Ensure communication with project partners and compliance with contractual obligations 
· Preparing and organizing work plans within the project and providing the resources needed to reach the project objectives.
· Managing the project budget in accordance with the applicable internal procedures and funding conditions.
· Exploit and develop opportunities during project implementation.
· Coordinates the project activities by supervising the technical teams, consultants and other collaborators involved.
· Establish long-term collaboration relationships with partners, clients, beneficiaries and project financiers.
· Prepares the budget and the cash flow of the project for the final contracts in accordance with the submitted proposal for its good development.
· Monitor in due course the progress achieved towards the proposed objectives and prepare monthly reports to the financiers, partners and beneficiaries with respect to the data provided in the contracts.
· Ensures the circulation of information within the project and for other departments of the organization, organizing regular meetings with the project team and presenting the project of the other departments.
· Ensures solving the problems encountered in the project implementation and informs the management team in due time about the problems that have arisen and which it can ‘t solve at its level.
· Archives all documentation related to the project.
· Makes proposals to improve work style to maximize the effectiveness of achieving the goals.
· Evaluates the impact of the project and communicates it to management, financiers and project partners.
· Determine, according to organizational structure and the duties and responsibilities of the subordinate staff, based on job descriptions.
· Motivates the project team through communication and permanent evaluation of direct subordinates.
· Organizes the granting of holiday and free days for subordinate staff.
· Perform any other provisions given by the hierarchical superior in the implementation of the company's short-term strategies within the limits of observing the legal basis.
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