CORAM Children’s Legal Centre

Operations Officer, International Policy and Programmes
Salary: £19,000-£21,000 

Closing date for applications: 31st January 2012
Interviews: Week beginning 6th February 2012
Applications: Application forms are available at www.childrenslegalcentre.com and should be completed and sent to Hazel Kent (hkent@essex.ac.uk) or to Coram Children’s Legal Centre, 49 Mecklenburgh Place, London, WC1N 2QA. Both email and postal applications should be marked with the reference: Operations Officer. 
Coram Children’s Legal Centre, a dynamic child rights organisation is looking for a motivated, enthusiastic, multi-skilled Operations Officer to join our small but busy International Policy and Programmes department. The department carries out research and technical assistance, undertakes consultancies and delivers programmes and training around the world, working with and for a range of UN agencies, other (I)NGOs and Governments. The department has worked in over thirty countries worldwide, and continues to expand geographically and thematically. Our most recent work includes projects in Kazakhstan, Moldova, South Sudan, Tajikistan, Tanzania, Turkmenistan and Vietnam. 

The bulk of our work is directed at establishing or reforming child protection, child welfare and juvenile justice systems to ensure that they uphold the rights of the child and meet international child rights standards. The International Policy and Programmes department also hosts the website of the Children and Armed Conflict Unit, a joint project with the Human Rights Centre at the University of Essex. The department is staffed by lawyers and draws upon a pool of consultants with extensive practical experience in child rights in the UK and abroad. The Operations Officer will play a key role in ensuring the continued success and growth of the department. 

The Operations Officer will provide a range of management and administrative support for the International Policy and Programmes department, including: management and administration of contracts and projects; tracking project and contract financial requirements; supporting the preparation of funding applications and donor reports; and providing logistical and administrative support for department members and consultants. 

Person Specification

Essential requirements:

Qualifications and experience

· Undergraduate degree in relevant subject (e.g. International Development, Law, or related studies)

· Experience of providing administrative support

· Experience of working in an office environment

Management and administration skills

· Excellent organisational skills

· Ability to prioritise and multi-task

· Excellent time management skills

· Excellent computer skills, including Microsoft Word and Microsoft Excel

· Ability to work with numbers

Personal skills

· Fluency in English

· Interest in international development, human rights and/or child rights

· Excellent interpersonal and communication skills

· Self motivated and proactive

· Ability to work independently and as a team

Desirable experience, qualifications and skills:

· Advanced Degree in relevant subject (e.g. Human Rights, Law, International Development, or related studies)

· 2 years of relevant experience

· Experience of working within an international NGO

· Experience of working with international agencies

· Experience of dealing with projects based in other countries

· Experience of working with donors, including donor reporting

· Experience of updating websites

The candidate must have the right to live and work in the UK.
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