Job Opening at Solarnet: ‘Coordinator’

Introduction 

Solar Energy Network (Solarnet) is an East Africa regional Non Governmental Organisation registered in Kenya in 1999 committed to the widespread adoption and use of renewable energy resources in appropriate situations. Solarnet’s vision is to work with partners to promote and encourage use of renewable energy resources as a means of enhancing economic, social and environmental benefits to the region’s end-users and the wider global environment.

Solarnet is seeking to recruit a “Coordinator” to manage activities of the organisation and coordinate partner efforts.   Interested parties should submit an application and a 3-4-page resume by LATEST 30th June 2004 to solarnet@iconnect.co.ke or info@solarnet-ea.org. Only the short listed first 10 will be called upon for an interview. The rest will assume their applications having not been accepted. Applications should be addressed to:

The Board of Directors

Solar Energy Network (Solarnet)

PO Box 76406-00508

Nairobi, Kenya

Email: solarnet@iconnect.co.ke or info@solarnet-ea.org
Objective

Reporting to and working closely with the Chairman and the Board, the coordinator will be responsible for managing the organisation and the sourcing of funds to sustain and grow the ongoing operations of Solarnet. These will be implemented and managed in line with the organisation’s policies and procedures

Duties & Responsibilities

Operational and Management Activities will include:

1. Implementation and management of SOLARNET activities, including:

· Organization of solar energy promotional events and programs

· Publication and distribution of the SolarNet Magazine

· Managing, Maintaining and updating a data base of RET and solar energy organisations in the region

· Management of Solarnet projects and delegation of management to other staff or agencies as necessary

2. Submission of an Annual Work Plan and Budget to the Board for Approval at the end of each financial year

3. Reporting regularly to the Board on progress made in all projects

4. Conducting fund-raising activities for SOLARNET by networking with the established supporters and developing project proposals and concepts with partners, and as directed by the Board

5. As directed by the Board of Directors, exploring establishing SOLARNET branches and/or collaborations in other parts of Kenya, Uganda and Tanzania

6. Building membership and networks.  Membership will be divided into several categories to enable different groups to afford entry (i.e. corporate, NGO, individual, small business, etc.)

7. Convening a General Assembly of members, to be set out in the constitution

Administration responsibilities to include:

1. Responsible for the entire administration of the organisation in the most cost effective manner and operate continually within approved budget and management policies, including assets and personnel

2. Ensure that the financial and accounting systems are maintained to control organisation activity.  Cash sales banked daily, credit control policies observed and generally over-see profitability of the company

3. Develop and maintain a leadership within the region in renewable energy advisory bodies and increase market penetration and promotion of the solar energy where possible
4. As necessary, preparing job descriptions, terms and benefits for SOLARNET staff as positions open up in the organisation

5. Train, motivate and develop staff to ensure a continuous high standard of performance and maintain high morale

6. To build and maintain good relations with all trade personnel within the area and ensure they are all fully aware of our services

7. Ensure strict adherence to the organisations finance and credit control policies, monitoring all organisation costs and implement actions on areas showing an undue increase, raising such concerns to the Chairman immediately

8. Maintain an awareness of market situations and constantly advise the Board to ensure appropriate and timely action to meet changing circumstances to ensure that the agency maintains its objectives of the most respected renewable energy advisory body

9. Handling correspondences from other parties on behalf of the organisation.  These parties include government ministries, authorities and agencies, suppliers and contractors

10. Answering queries raised by statutory bodies and professional bodies on business performance, operations and compliance.  Such bodies include Bureau of Statistics, Labor Office, Social Security Office and trade associations

11. Handling all insurance matters pertaining to the organisation including processing claims, renewals of premiums and ascertaining adequacy of covers

12. Liaising with and advising staff on all administrative matters including insurance, medical, security and offering logistical support on various organisation operations

13. As necessary, identifying and securing premises for Solarnet offices
14. Carry out any tasks that may be assigned by management from time to time

 Special Qualities

1. Demonstrate a high sense of excellent public relations

2. Thorough understanding, or the ability to quickly gain an understanding of the renewable energy sector dynamics

3. Strong interpersonal skills in order to deal tactfully and effectively with internal and external contacts at ALL levels

4. Effective, proven skills in organising, prioritising, scheduling, planning and coordinating work and other activities internally and externally

5. High degree of judgment and tact in handling the most sensitive, diverse and confidential matters

6. High level of leadership and management skills, with excellent presentability, integrity and honesty

Qualifications

1. Minimum of a university degree with honors in a relevant field

2. At least 5 years experience working with a relevant institution. Experience in a reputable non governmental organisation in a senior position will be an added advantage

3. Strong and excellent written/verbal communication skills in English (and Swahili) to draft a wide range of correspondences on a range of topics and ensure quality of documents

4. Thorough knowledge and use of ALL relevant computer software such as Microsoft Office, Microsoft Windows, Internet Software, and the ability to manage the office general IT

Duration

The assignment is initially for a period of 18* months renewable subject to performance

Remuneration

The remuneration package will be commensurate with the experience and qualification of the selected candidate

