African Women’s Development and Communication Network (FEMNET)

Job Description for the Position of Executive Director
1.
Purpose of the Position

The Executive Director is responsible for all programmes and projects of the African Women’s Development and Communication Network (FEMNET) including their conceptualisation, implementation according to FEMNET’s contractual obligations and internal policies and reporting on them. The Executive Director is responsible to the Board of Trustees and Executive Board and manages the human and financial resources at FEMNET’s Regional Secretariat in Nairobi, Kenya.

2.
Responsibilities of the Position

2.1
Responsibilities relating to the Board of Trustees and Executive Board
· ensuring an amicable and productive working relationship between the Executive Board, the Board of Trustees and the Regional Secretariat;

· ensuring the involvement of Executive Board members and Trustees in representational duties for FEMNET;

· the preparation of half-yearly narrative reports and quarterly financial reports for the Executive Board and Board of Trustees;

· the preparation of programme and project documentation for meetings of the Executive Board and Board of Trustees;

· implementation of strategic directives designed with the Executive Board and Board of Trustees.

2.2
Responsibilities relating to Management

· managing the human and financial resources at the Regional Secretariat in line with FEMNET’s personnel and financial policies;

· ensuring the preparation of new programme/project proposals, including their budgetary aspects in line with FEMNET’s strategic objectives;

· ensuring fundraising for new programmes/projects as may be required;

· guiding and motivating staff members responsible for on-going programme/project implementation to ensure that programmes/projects are executed in accordance with FEMNET’s strategic objectives, contractual obligations and relevant internal policies;

· ensuring the timely submission of narrative and financial reports for on-going programmes/projects according to FEMNET’s contractual obligations in collaboration with the staff members responsible for on-going programmes/projects and the Finance Administrator;

· ensuring the carrying out of administrative functions as may be required;

· representing FEMNET as may be required.

3.
Qualifications, Skills and Experience for the Position

· demonstrated interest and experience in gender and development and/or women's human rights organising in Africa in all of its diversity—including a commitment to African women’s autonomy and choice;

· demonstrated interest and experience in African women’s human rights organising through communications and information;

· demonstrated interest and experience in African women’s human rights organising in the context of regional and international intergovernmental organisations (IGOs) as well as other relevant regional and international processes;

· demonstrated interest and experience in African women’s human rights organising at the national level in at least three of Africa’s five sub-regions;

· a degree in a relevant social science;

· demonstrated training and/or experience in programme/project management, including programme/project conceptualisation, development, fundraising, implementation, monitoring and evaluation;

· demonstrated training and/or experience in human resource and financial management;

· knowledge of grant-making around gender and development and/or women’s human rights in Africa as a whole;

· demonstrated ability to fundraise for gender and development and/or women’s human rights in Africa as a whole;

· demonstrated capacity to communicate and work in both English and French.
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