Job Title: Program Manager
 
Organisation: Washington Ireland Program (Belfast Office)
 
Reports to: Executive Director
 
Salary: Negotiable (depending on experience) 
 
Closing Date: 5pm Monday 4th September 2006 
 
Background
The Washington Ireland Program for Service and Leadership selects promising third-level students from Northern Ireland and Ireland, trains them to serve and to work as an effective leadership team, builds a trust between them that transcends sectarian boundaries, celebrates the group's identity in diversity, and challenges them to achieve professional and personal excellence, all to better equip participants to meet the future challenges of peace and progress on the island of Ireland. 
 
 
Main Activities
   To manage the program from the Northern Ireland/Ireland end under the direction of the Executive Director and the USA Board. 
  To organise the advertising and promotion of the program to prospective students and funders and the community at large 
  To organize the recruitment and assist with the selection of students for the program 
  To organise training for the team, pre and post DC
  To organise travel, visa applications and insurance for the team 

  To oversee each student's 30 hour Public Service projects and help organise the Team Community Service Project at the end of the program 
  To organise and manage program events
  To oversee the budget
  To assist in proposals and funding activities
  To provide support to the Ireland Board and USA Board (providing reports and briefing papers) 
  To act as Secretariat to the Ireland Board
  To work closely with our key partners (Queens, UU, DCU, ST. Andrews, Irish Gov) in Northern Ireland and Ireland
  To liaise with the Universities and third level colleges throughout Ireland and the UK
  To liaise with Government Departments in Belfast, London and Dublin 

  To liaise with funding organisations
  To liaise with and support the work of the Alumni Network 
  To oversee PR for WIP
  To represent WIP in Northern Ireland, Ireland and GB.
  To regularly report to the USA and Ireland Boards
  To work closely with the COI-WIP Alumni Director in assuring direct alumni involvement in all aspects of the program and its outreach and providing the ongoing support the program needs 
 
 
The above is given as a broad range of duties and is not intended to be a complete description of all tasks.   It is important to note that the responsibilities may change to meet the evolving needs of the Washington Ireland Program.
 
 
SELECTION CRITERIA
 
Candidates should demonstrate how they meet the following criteria in their cover letter and at interview.
 
  A third level qualification
  Experience of project based duties
  Experience of financial management
  Experience in Proposal writing
  Experience in event management
  Good communication, presentation and writing skills
  Good team skills
  A proven record of leadership
  Ability to work effectively with young people
  Able to work independently
  Competent computer skills
  Display proof of their being self-motivated, creative   and adaptable
  Ability to travel and work non-regular hours and weekends
  Hold a current passport
 
Having a driver's license would be an advantage as would access to your own transport.
 
 
 
 
HOW TO APPLY
 
Please send your C.V. and a cover letter detailing your experience and reasons for applying for the position to application@wiprogram.org by 5pm Monday 4th September 2006. Candidates who are selected for Interviews will be notified of a scheduled time between September 5th and 15th.
 
A short list of candidates for interview will be prepared on the basis of the information contained in the cover letter and C.V.  It is essential all applicants demonstrate how and to what extent their experience and qualities are relevant to this post.
 
For further Information, please contact:
 
Ryan Moffett
WIP Belfast Office
C/o QUBSU
University Road
Belfast, BT7 1NF 
T: +44 (0)7974 261648
E: Belfast@wiprogram.org 
