Bretton Woods Project

Draft Job Specification:  Communications Assistant (IFIwatchnet)

Submit applications by 20 December 2002 

A.  GENERAL INFORMATION:  

About the IFIwatchnet initiative

The Bretton Woods Project is a small organisation established in 1995 to facilitate information flows and advocacy efforts for UK NGOs. It produces and exchanges information on the activities of the World Bank and IMF with groups in the UK and across the world. 

As a development of its existing work the Project has helped initiate IFIwatchnet. This currently comprises 40 organisations from 15 countries that are active in monitoring the international financial institutions. It aims to more effectively share information at a global level and to encourage collaborative working.  Funding has been obtained for a year’s project to pilot distributed information sharing tools to improve communications between IFI-watching NGOs and the many other stakeholders interested in this issue. Part of this work will be to build a proposal for the development and implementation of a long-term information network among IFI-watchers, including through co-organising an international meeting. 

For more background information visit http://www.ifiwatchnet.org and www.brettonwoodsproject.org/strategy 

B.  KEY TASKS

1) Facilitating discussions with the participating NGOs and reaching out to further groups, including through:

· Moderating and summarising contributions to an electronic discussion group;

· Outreach and integration of new groups, especially Southern organizations;

· Answering queries from NGO members and non-members on informational, logistical and technical issues;

· Publicising IFIwatchnet;

· Attending meetings.

2) Helping design and implement and manage new web-based information-sharing tools, including through:

· Updating the IFIwatchnet calendar and other shared information services;

· Refining plans for a common e-newsletter subscription service, a database of briefings, news articles, common glossaries, etc;

· Tracking usage and accessibility of the information provided through analysing weblogs and performing tests.

3) Provide general administrative support to the project, including through:

· preparing reports, future plans and funding proposals;

· Liasing between IFIwatchnet web designer, ISP and member organizations;

· Helping organise a global meeting to discuss IFI-watcher communications.
C.  REQUIRED KNOWLEDGE, SKILLS AND EXPERIENCE
1) Good knowledge of development issues, including basic understanding of debates about the roles of the World Bank and IMF.

2) Proven experience of: 

· communicating clearly and accurately with non-specialist audiences;

· facilitating web-based discussions; 

· working effectively with a broad range of organizations of different sizes, work styles, cultures, and political objectives.

Plus, preferably:

· working in an NGO on international policy issues;

· planning and implementing web tools;

· available for limited travel. 

3) Skills

· excellent computer literacy and familiarity with computer and web terminology;

· fluent English - other languages an advantage;

· taking the initiative and working in a small team.

D.  DETAILS

This is a part-time position (equivalent 2 days per week flexible) for one year, with the possibility for extension.  The communications assistant will work out of the office of the Bretton Woods Project, which is housed in the building of Action Aid in Archway, North London.  The position reports to the Bretton Woods Project’s Communications and Research Officer.
Salary:  £8,000 per year (20,000 pro rata).

Send CV and cover letter (maximum 2 page) with answers to the following questions to jobapplication@brettonwoodsproject.org or by post to the address found in the ‘about’ section of the website:

· How does your background experience qualify you for this position?

· What major conflicts could arise in the implementation of a collaborative information-sharing initiative amongst global civil society organizations?  How would you deal with such a conflict in your role as a facilitator?  If possible, give an example of how you dealt with such a conflict in your previous work experience.

