
JOB DESCRIPTION 
Job Title: 

Reports to: 

 Issuing Date and Application Deadline: 

POSITION OVERVIEW   
(summarize in 2 – 3 sentences the overall mission of the job) 

OBJECTIVES  
(main duties and responsibilities) 



JOB DESCRIPTION 
Job Title: 

Required Skills and Competencies: 

Education and Experience: 

 Application instructions: 

 Application      deadline: 

About American Councils and Employment Benefits: 


	Blank Page

	Reports to: USG Alumni Coordinator at PAS and USG Alumni Grant Manager at American Councils
	Issuing Date and Application Deadline: Re-Issued: 11/16/2019               Deadline: 11/30/2019                    
	POSITION OVERVIEW summarize in 2  3 sentences the overall mission of the jobRow1: The Project Coordinator is a part-time position designed for all U.S. Government alumni who would like to administer the 2020 Englishpalooza Project which includes two sessions – (1) “Winter Englishpalooza” (December-February) and (2) “Summer Englishpalooza” (June-August).  The sessions will be organized as interactive English language activities led by local alumni.  The project will be held simultaneously in all four American Spaces in Turkmenistan. Please Note: The candidates are encouraged to apply and may be considered for another part-time position at our office in a combination with the current one, if there is relevant experience.
	OBJECTIVES main duties and responsibilitiesRow1: Project Organization and Support:

• Developing, drafting and maintaining project curriculum and lesson plans; 
• Researching ideas and content to be included into the Winter and Summer Englishpalooza project curriculum;
• Assisting in recruiting, interviewing, selecting, and mentoring project leaders/facilitators;
• Drafting Training of Trainers (ToT) agenda and leading the training; 
• Arranging Regional Alumni/facilitators’ travel to Ashgabat to attend the ToT (hotel, transportation, etc.);
• Mentoring and assisting facilitators throughout the project; 
• Overseeing the project budget;
• Supervising project facilitators and fostering a spirit of teamwork and unity among project members;
• Coordinating with PAS and American Councils on all stages of the project; 
• Keeping working relationship and coordination with American Corner Representatives.

Administration and Reporting: 

• Collecting information and statistics on participants in all project activities throughout the country; 
• Collecting attendance statistics and other relevant project data in coordination with facilitators;
• Monitoring and compiling project reports;
• Collecting daily records/notes on project successes; 
• Preparing weekly highlights with success stories and photos;
• Assisting American Councils staff with the Expense Report related to Englishpalooza project.

	Required Skills and CompetenciesRow1: • Successfully participated in and completed a U.S. Government (USG) funded program;
• Turkmen citizenship;
• Ability to commit part-time for the duration of the project (November 2019 through January 2020, and June through August 2020)
• Experience in activity/project organization and management;
• Previous experience in Alumni activities;
• Strong leadership skills and ability to organize, encourage, inspire, and motivate peers;
• Creativity, initiative, and problem-solving skills;
• Ability to manage time, abide by  rules, demonstrate accountability, and understand the need for quality in their work;
• Computer skills: MS Programs.
	Education and ExperienceRow1: • Alumni currently in their 2nd, 3rd , or 4th year of university or recent university graduates; 
• Background in Interactive English Language teaching, Teaching English as a Second or Foreign Language (TESL/TEFL), whether self-trained or with credentials from courses/degree completed.
	About American Councils and Employment BenefitsRow1: American Councils is a legal entity in Turkmenistan under the Foreign Assistance Agreement between the governments of the United States and Turkmenistan for the purpose of implementing US Embassy education and cultural exchange programs in Turkmenistan. 
 
Staff receive a market salary, a monthly health stipend, work only a 5 day/40 hour week, immediately earn 20 days of paid vacation and 12 days of paid sick leave in a year.  American Councils maintains a friendly, informal office environment.  For further information, please call + 993-12-36-90-16.
	Application instructionsRow1: To Apply:

Please send a complete application package consisting of:

1. Resume/CV
2. Cover Letter highlighting motivation for the position and expected salary
3. A list of previous alumni projects completed in Turkmenistan
4. A 600-word essay describing a project that you have organized successfully

Please email your application to jobs@americancouncilstm.org with the subject line “2020 Englishpalooza Project Coordinator”. 

Only top candidates with complete applications will be interviewed. 
	Application deadlineRow1: November 30, 2019
	Job Title: Project Coordinator for 2020 Winter and Summer Englishpalooza project


