	Job Description: Project Assistant 
	Responsible to: Programme Manager Youth 

	Responsible for: none 
	Location, Group & Function: Tanzania 

	Job Purpose: The ideal candidate for this role has excellent networking and engaging skills. The main responsibilities of the Project Assistant you will work on the global youth engagement strategy to allow VSO Tanzania to engage their alumni. This activity has been happening through International Citizen Services (ICS) and National Youth Engagement Network (NYEN) project as part of the youth projects. Therefore, this activity needs to be scaled up throughout VSO Tanzania. Therefore, this project assistant will review, maintain and update a database of former volunteers, long-term as well as short-term and both national and international. Next to this, this database should also encompass key stakeholders, such as ministers, government officials or other influential partners that we worked with. In collaboration and coordination with the HR department, a mechanism needs to be ensured in order for VSO to assess and document former volunteers preferred method of engagement (e.g newsletters, social media, local events etc). In this role, you will specialise on the engagement of former ICS volunteers and others will focus on non-ICS alumni, but is expected that best practices and good learnings are shared between the projects. So if you are excited about working with young people and you love to engage them more and more to deliver even more great work to the Tanzanian society, this is your job!



	The ideal candidate will:
· Support the current actions being undertaken to document volunteer alumni;
· Support the current actions being undertaken to engage volunteer alumni;
· Regular communication with the groups of alumni as preferred and cluster them accordingly;
· Update database volunteer alumni and other key stakeholders;
· Support the implementation of Global Youth Engagement strategy to engage alumni and stakeholders in the most effective way;
· Use feedback forms to constantly track the effectiveness of information shared and result on engagement;
· Work with NYEN focal staffs from ICS Consortium members to support NYEN members and implementation of the Youth –led activities.
· Work with all programme managers to support the embedding of youth engagement in all programmes. 
· Worth the Programme Manager to support the Youth Council activities implementation 
· Assist with any other task that might be a result of the development of this database (e.g. use it for recruitment purposes);
Volunteer Support:
· Provide adequate support to the Youth Council volunteers.
· Ensure all logistical requirements of volunteers and projects are in place
· Provide volunteers with personal support if appropriate. 
· Engage volunteers in project planning and review; supporting them to identify linkages between their work and delivery of VSOs goals
· Promoting and encourage appropriate behaviour and ensuring compliance with safety, security and behavioural policies and code of conduct Work with the Programme manager to manage and support Youth Council Volunteers
	Skills, Knowledge and Qualifications:
· Bachelor degree or equivalent, preferably but not necessarily in marketing, business studies or related areas.
Experience:
· Proven experience in working with and providing support to 18-25 years old from a wide range of backgrounds with ability to facilitate learning in a non-formal environment; 
· Direct experience of working cross-culturally;
· Proven experience in building, maintaining and updating databases;
· [bookmark: _GoBack]Knowledge and proven experience in engagement of (un)identified groups of people;
· Experience in developing promotional materials.
· Communication – ability to communicate, both oral and written, with a range of audiences in fluent English and confident in public speaking.
Desirable:
· Experience of working as a volunteer or working with volunteers to understand key factors that make volunteer placements viable, effective and rewarding.
 

	VSO has zero tolerance of abuse and exploitation of vulnerable people. We expect all our employees/volunteers to ensure we are protecting children, young people and vulnerable adults from harm and abide by our safeguarding policy. 
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