Job Opportunity Based in Accra, Ghana
Program Officer- Youth Challenge International

Youth Challenge International is a Canadian-based organization that specializes in youth volunteerism, mostly taking the form of short-term overseas placements.  YCI pairs Canadian youth aged 18-30 with local Ghanaian youth to accomplish specific programming targets, as agreed upon with our largest financial supporter, the Canadian International Development Agency.  Our partners in Ghana include the YMCA  (although we work equally with both male and female youth) and Youth Empowerment Synergy.

We are currently looking for an enthusiastic, driven and outgoing young Ghanaian to work as the Program Officer for YCI.  As part of your position, you will be responsible for the following:

Project Management

· Manage in-country program activities with a commitment to gender equity and best practice in youth focused programming.

· Manage and support Program Coordinator.

· Collect weekly reports tracking daily activities from staff and submit to Country Program Manager.

· Ensure that staff are compliant with YCI staff policy and their respective contracts, and train staff where necessary to ensure that they can effectively carry out their duties.

· Regularly communicate with CPM regarding programming, volunteers, etc. through email, phone and in person.

· Ensure monitoring and evaluation systems are adhered to for the efficient collection of information relating to project outputs and outcomes.

· Assist CPM with the preparation of quarterly reports for YCI and CIDA.

Volunteer Management 

· Manage the logistics and coordination of home-stay accommodations for volunteers.

· Ensure that volunteers are appropriately supported in their programming activities, including timely completion and delivery of required reports.

· Ensure that you and other staff are present at all volunteer-facilitated programming to provide translation assistance and programming support.

· Enforce YCI volunteer policies.

· Ensure volunteer activities are coordinated with local partners and are integrated with existing country programs.
· Responsible for in-community security and risk management.

· Liaise with Volunteer Manager at YCI Head Office to ensure adequate preparation and support is provided.

· Manage orientation and debrief sessions for volunteers overseeing the preparation of related materials and coordinating the logistics of these sessions.

· Ensure adequate knowledge of health and safety policies to address any health or security emergencies in the field. 

Financial Management

· In conjunction with the CPM manage the country budget as per donor and YCI policy.

· Track expenditures and compile information into monthly spreadsheets submitted to the YCI Head Office in conjunction with the CPM.

· Track and manage YCI spending using YCI spreadsheets, accounting for expenditures, cash-on-hand, and knowledge of bank balance at least on a weekly basis.

· Ensure that budget projections are adhered to and not exceeded.

· Submit quarterly transfer requests to CPM to forward to the YCI Head Office.

· Acquire authorization from the CPM for expenditures/bank transactions, including the payment of staff salaries, staff/volunteer stipends, home-stay payments, or the financing of programming activities.

Partnerships
· Ensure regular communication between YCI, and its partner organizations. 

· Forward any ideas for program expansion and new partnership opportunities to Senior Program Officer.

Other:

· Represent YCI to beneficiaries, partners, donors and volunteers to the best of your ability.

· Any other duties assigned to you by the CPM 

The ideal candidate will possess the following assets:

· Aged 20-30 years old, based in Accra, Ghana (accommodation will not be provided).

· Fluent in English- written, oral and reading. Excellent communications skills are a must.

· Fluent in Twi.  Other local and international languages are an asset.

· Have a strong educational background:  University graduate is necessary.

· Must be outgoing, enthusiastic and comfortable in front of large audiences, people of importance.  

· Must be willing to work individually and in teams of diverse individuals.

· Should have experience in financial management and tracking.

· Experience working with an international NGO is an asset.

· Must be able to work Saturdays and unusual hours.  Must be willing to travel within Ghana.

· Preference will be given to those with international travel and/or work with international volunteers, especially experience with Canada.

· Previous involvement in community development is a definite asset.

Employment will be on a full-time basis, with remuneration paid monthly.  This is a full-time, salaried position contract for one year, with potential to renew.  All employees will be subject to a three-month probationary period.  Costs associated with work-related travel will be covered; however, NO ACCOMODATION (or finances in lieu of) will be provided in Accra.  

If interested, please send your CV (3 pages MAX) and a ONE PAGE cover letter highlighting your skills as related to the job above to YCIGhana@gmail.com no later than Wednesday April 22nd, 2009 at 12pm.  Late applications will not be accepted, and no phone inquiries please.   Any questions, please contact the email listed above.

Unsuccessful applicants will NOT be notified.  Selected applicants must be available for an in-person interview on April 27th or 28th.  MUST be available to start on May 4th, 2009.

