The job description will be modified according to 2014-2017 OSF strategy


[ATTACHMENT A]

 

Job Description
Open Society Forum Manager 
  

General:
Reporting to the Executive Director of Open Society Forum (forum), the Forum Manager (‘Manager’) is responsible for developing and implementing Economic Governance Program of the Forum strategy. The primary areas of responsibilities will include (1) fiscal policy, budget transparency and accountability; (2) energy governance; and (3) competitiveness. In addition, as subcontract is made between BPI and OSF to conduct National Dialogue and Public Education activities on economic policy reform and competitiveness the Manager will be responsible to manage the activities under the contract. The manager will be in-charge of developing relevant strategies, implementation plans and budgets; and overseeing implementation activities. 

Responsibilities include:

 Strategy development and implementation

· Preparing a two to four year strategy and annual update for Economic Governance area of the Forum  

· Drafting annual budget

· Preparing annual strategy implementation plans for a responsible policy issues including the development of specific projects, monitoring, and evaluation plans;
· Research and identify challenges in relevant policy areas and produce op-eds and policy analysis to inform policy makers, targeted audience, and the public on identified issues, recommended solutions etc. 

· Implement programs/projects in respective areas of the strategy including (1) recruiting policy fellows and overseeing their research or/and commissioning relevant policy studies; (2) initiating and overseeing public discussions, and other events; (3) overseeing production of related publications (see annex 1 for details).    

· Monitor annual budgets of the respected program area versus actual spending, and recommend changes or adjustments to the Executive Director.

· Ensure the smooth and regular functioning of Advisory Committee/Task force meetings if applicable.

· Communicate with other program staff on relevant development of potentially mutual interest. 

· Serve as the key liaison with relevant OSI network programs to ensure that the responsible activities are consistent with OSI and network priorities and objectives.

· Collect information on other organizations activities to ensure relevance and coordination in the program strategy development. 

Financial and grants management

· Ensure timely and cost-effective use of the Forum resources in the responsible program areas, projects, and grants.

· Oversee budgeting, spending, audit, and evaluation, in cooperation with the finance department and the Executive Director.

· Develop and administer grant competitions in accordance with the Forum procedures and priorities.

· Administer and monitor on-going grants/contracts and projects, including conducting site visits, reviewing narrative and financial reports, approving grant and contract payment requests, taking corrective action as needed, and ensuring that the Executive Director and Advisory Committee members are informed of progress and problems if relevant.

 

Public relations

· Engage in public relations activities in the areas of main responsibility. 

· Ensure that all projects and grants/contracts have an appropriate level of press coverage, and that the coverage accurately reflects the Forum priorities and interests. 

· Prepare press releases on program related major activities and disseminate including posting on the portal

· Ensure that the portal site materials are routinely updated regarding the responsible program area and content accurate and consistent with the Forum priorities.

· Ensure that program brochures and other relevant information are routinely updated regarding the responsible program area and content accurate and consistent with the Forum priorities.

Monitoring, evaluation, and reporting

· Prepare quarterly progress reports on implementation of Economic policy strategy

· Prepare brief report after each major program event, competition, grant/contract, and workshop; distribute, collect and summarize participant evaluations for all the Forum sponsored events. 

· Prepare annual reports for the Executive Director, and Board that summarize progress towards program goals, major accomplishments and areas for improvement.

Staffing and supervision

· Assess staffing needs and develop draft job descriptions for staff for approval of the Executive Director; supervise and prepare quarterly performance evaluation for the supervised staff, if any.  

· Orient, support and supervise the supervised staff to meet individual performance targets.

Administration
· Respond promptly to all requests for information and assistance; seek creative approaches to support people and organizations working to promote open society; treat program participants, experts, board, other staff with respect and helpful attitude;

· Maintain professional, working atmosphere in office; support development of a team approach to the Forum work;

· Effective use of working hours  and constantly improve usage of time regularly analyzing how it’s used;

· Comply with the Forum personnel, conflict of interest, and other policies.

Qualifications

* Firm knowledge and expertise in economic development and policy 
* Good analytical skills
* Not less than 3 years experience with the above responsibilities

* Self-motivation with an ability to set, take responsibility for, and meet goals 

* Ability to communicate with all levels of staff verbally and in writing

* Fluency in English

* Discretion and ability to handle confidential issues.

* Strong writing, editing and proof-reading skills

* Firm knowledge of relevant software programs including word processing (Microsoft Word for Windows), e-mail, database (Access or similar program), and spreadsheets (Excel).

