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Job Opening, Information/PR Specialist

WL/NSP seeks to fill a vacancy for the full-time position of Information/PR Specialist
at its Yerevan main office.

PRINCIPAL DUTIES AND RESPONSIBILITIES:

. Collect and write information/featured stories for NSP web site; keep the web site
updated;

. Translate/edit and enter information into the various WL/NSP databases: keep the
databases updated.

. Perfrom all tasks related to marketing PR, outreach, promote WL/NSP activities and
events, along with I'T specialist work on WL/NSP web site promotion.

. Assist in developing marketing strategies, techniques and products

. Maintain good contacts with representatives of the various Armenian and Diaspora
media outlets.

REQUIREMENTS:

. University degree in linguistics, English as a major;

. Fluency in Armenian, English and Russian;

. Excellent English and Armenian writing skills are a must:

. Good English and Armenian typing skills;

. Good knowledge of office software.

Interested candidates should submit a curriculum vitae (CV) stating the position
applied over e-mail at office@worldlearning.am or bring it in hard copy 1o World
Learning's Yerevan office at Moskovyan 24/1. Deadline for application is September
23, 5:00PM. Only short-listed candidates will be invited for interview. Candidates

may visit our web site http:/www.worldlearning.am for more information.
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NGO STRENGTHENING PROGRAM

World Learning/Armenia
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A

World Learing, NGO Strengthening Program seeks to fill a vacancy
for the full-time position of Grants Manager at its Yerevan main office.

PRINCIPAL DUTIES AND RESPONSIBILITIES:

1. Preparing WL NSP grant competition schedules, organizing grant competlition cycles: drafting
Expressions of Interest (EQIs) and Requests for Applications (RFA), participation in EOls and
proposals review and selection processes, preparation of Grant Agreements for WL NSP
grantees; meeting with the grant applicants that were nol selected for funding to provide
feedback on the results of review of grant applications.

2. Serving as the contact between USAID and the NGOs that receive funding from NSF.

3. Liaising with the recipient NGO to provide general guidance on WLI requirements and
procedures.

4. Monitoring all aspects of the Sub-agreement including review and approval of work plans and
budget, financial expenditures; conducting spot-check on-site visils; insuring that project
implementation is in compliance with the terms and provisions of the Sub-agreement;
assisting the recipient NGO with any problems encountered, and supporting resolutions of
the same.

5. Identifing and/or providing technical assistance lo grantees, including but not limited to
conducting grant compliance workshops, 1o strengthen management and/or regulatory
compliance.

6. Preparing all grant related reporting: Assisting in the compilation and preparation of monthly,
quarterly or annual internal and/or external reporls as required for managing the projecl
and/or meeting donor, agency or govermnents requirements.

REQUIREMENTS:

1. Previous grants management experience wilh international donor agency and familiarity
with USAID regulations and international organizational management systems and
procedures or equivalent skills and knowledge.

2. Excellent analytical and organizational skills. Ability to think critically and creatively.

3. Strong written and spoken English language skills and native Armenian and Russian.

4. Strong computer skills including word processing, spreadsheet and database use and

management.
5. Excellent international skills. Must be capable of working both individually and as part of a

team.

6. Ability to work effectively in a fast-paced, stressful environment. Must be flexible, willing to
perform other duties and work irregular hours both in the central office and in the field.

7. University degree and/or practical experience in business, economics, micro-enterprise,

agribusiness, or related field.

Interested candidates should submit a curriculum vitae (CV) stating the position applied for and
the names of three proffessional references in hard copy no later than 5 pm on 17 September
2002 1o World Learning's Yerevan office at 24 Moskovyan Street, apt. 1. Candidates may visit

the web site hitp://www.worldlearning.am for more information about the Program. QOnly short-
list ' ' Invi | i
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