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Chemonics International seeks qualified candidates for one position with a USAID-funded program that supports the country’s integration into the broader Euro-Atlantic community. The project works closely with a range of partners, including national and local government entities, civil society organizations, and media actors. To apply for the vacancy, please email your CV and cover letter to macedoniarecruit@chemonics.com by July 12, 2019 and indicate the position you are applying for in the email subject line. The position will be based in Skopje. Applications will be reviewed on a rolling basis and only shortlisted candidates will be contacted.
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Position: Project Coordinator 
Chemonics is looking for a highly motivated, enthusiast professional with strong analytical skills for the position of Project Coordinator. Embedded within a technical portfolio covering anti-corruption issues, the Project Coordinator will provide short-term technical administrative, coordination, and logistical support to technical staff. 

The following responsibilities are not exhaustive and do not necessarily cover every task or duty that might be assigned. Additional responsibilities may be assigned as necessary. The Project Coordinator will report to senior project management or his/her designee.

Illustrative Duties and Responsibilities:
· Provide coordination and administrative support, including, preparing meeting agendas, organizing calendars for multiple stakeholders, organizing meeting spaces, taking meeting minutes;
· Support in translation and interpretation during working meetings and training workshops, if needed;
· Support in the preparation, organization and delivery of training workshops, preparation of training materials for printing, filing, etc.;
· Maintain and develop excellent relationships with project partners and attend relevant meetings;
· Review relevant legislation and policies, and monitor legal and political developments in North Macedonia;
· Draft reports, briefings in Macedonian, and/or Albanian and English;
· Performs other relevant work as required. 

Required Qualifications: 
· Bachelor’s degree required in relevant field including but not limited to, business administration, political science, government, sociology;
· At least two to four years professional work experience in an office setting fulfilling administrative tasks;
·  Computer skills with practical experience in Microsoft packages;
· Ability to work independently with minimal supervision, to prioritize multiple assignments in an extremely fast-paced environment, to meet deadlines, and to exercise good judgment; 
· Experience providing assistance to senior-level private sector or government individuals
· Ability to effectively communicate verbally and in written form in Macedonian and English. Knowledge of Albanian preferred. 
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