
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: 
  
 

About American Councils and Employment Benefits: 
 

 

 Application instructions: 
 

 

 Application deadline: 

 

 


	Reports to: Senior Program Officer
	Issuing Date and Application Deadline: Issue Date: February 24, 2023    Deadline for Application: March 20, 2023
	POSITION OVERVIEW summarize in 2  3 sentences the overall mission of the jobRow1: The C5 + ONE (Opening Networks through English) Program Officer will work in a team with the Program Director, Senior Program Officer, and Logistics Assistant on this new project that supports English for special purposes (energy and environment) for young professionals throughout Central Asia and will report to the Senior Program Officer.  
	OBJECTIVES main duties and responsibilitiesRow1: Coordination of program cycle throughout country: 

• Be primary point of contact and communication with participating local employers;
• Engage with the U.S. embassy, local employers and U.S. companies engaged and the field of energy and the environment in Central Asia; 
• Develop recruitment and training schedules for partners, teachers, and participants; 
• Coordinate the creation and implementation of in-person, print, and online promotional materials and activities;
• Assist in conveying information between locally employed staff, locally based management, DC staff, and DC management;
• Coordinate participant notification and orientation;
• Support professional development activities for instructors; 
• Travel both within the country where the officer is based and to other countries in the region for staff training; 
• Assist in planning and implementing national and region-wide workshops and conferences;
• Create promotional and program materials, secure visibility of American Councils presence in region;
• Other duties as assigned.

Administration and Finance Duties: 

• Provide information for budget requests and monitor expenses;
• Coordinate project activity and event budget planning; 
• Represent American Councils to funders, partners, and media; 
• Contribute written, programmatic, and/or statistical content for reporting and proposals;
• Other duties as assigned.




	Required Skills and CompetenciesRow1: •  Fluent in Turkmen;
•  Fluent in Russian;
•  Fluent in English;
•  Citizen of Turkmenistan or eligibility to work in Turkmenistan;
•  Familiarity with Microsoft Office software suite and common social media platforms; 
•  Flexibility to work on weekends and evenings, when needed;

 
	Education and ExperienceRow1: • Bachelor’s degree, or equivalent, in a relevant field of study; 
• Minimum of five years’ experience in program administration or position with similar duties; 
• Outstanding time management, organization and planning skills; 
• Demonstrated excellence in communication and multicultural interpersonal skills; 
• Extensive experience in budget management;


	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. American Councils maintains a friendly, informal office environment.  For further information, please call +99312-36-90-16. 
	Application instructionsRow1: To apply: Submit Cover letter and Resume/CV to E-mail: jobs@americancouncilstm.org 
 Only top candidates with complete applications will be interviewed.
	Application deadlineRow1: March 20, 2023 
	Job Title: Program Officer


