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The Ramsar Regional Center for Training and Research on Wetlands in the Western Hemisphere (CREHO), located in the City of Knowledge, Panama City, was created by Ramsar Resolution VII.26 and established by the Agreement between the Panamanian Government and the Ramsar Convention Secretariat, on February 28th, 2003, during the 29th  Convention Steering Committee Meeting. The general objective of CREHO is “Promote research on the management and wise use of wetlands throughout the Americas, through training and the development of impact assessment tools, methodologies and economic assessment, and the establishment of communication mechanisms”.
VACANCY ANNOUNCEMENT

INSTITUTIONAL DEVELOPMENT OFFICER

Based on:


 CREHO. “City of Knowledge”, Panama City, Panama

Term contract: 
12 months renewable. The first three months on a trial basis.
Conditions and salary:
Exclusive dedication. Gross annual salary of US$19,500/year (including legal deductions and job liabilities). 

US$1,200/year for medical insurance and other insurance. 
 A US$3,000 bonus will be provided to cover moving/settling in costs (this benefit does not apply to residents of Panama, national or foreign). 
 Repatriation costs will not be covered. 
 International mission status for foreign according to Panamanian Law. 
Deadline for application: 
December 15th, 2009. 


Immediate availability.  Starting date, February 15th, 2010
Responsibilities: 

· Responsible, in cooperation with CREHO’s Executive Direction, in institutional development, fundraising, based on the Strategic Plan, Annual Work Plans, CREHO´s Fundraising Strategy and Communications Strategy.
· Write and follow up proposals for project development at local and regional level.

· Identify potential donors and maintain relations and communication with co-financing organizations, in coordination with the Executive Director.

· Produce final reports of projects implemented by CREHO, in coordination with the Executive Director and the Technical Officer.

· Support administrative and technical tasks related to the main responsibilities of this position.

· Follow up and evaluate personnel under his/her charge.
· Other tasks requested by the Executive Director based on the job description.

Position requirements:

· Academic profile: professional in the field of fundraising, environment, project management, institutional development, social sciences.  Experience in the international sector and knowledge of the regional context regarding environmental topics will be an asset.
· Proven experience in fundraising, project design, proposal elaboration, strategic planning, and budget elaboration.

· Experience in designing materials for diffusion, and promotion. 

· Software skills: Word, Excel, Power Point. Software skills in design of communications materials will be valued (example: Publisher, PageMaker, Photoshop, Corel, others).

· Languages: Perfect Spanish and English (oral and writing). Knowledge of French or Portuguese desirable. 

· Capacity for teamwork and organization skills, as well as respect for cultural diversity.
· Strong oral and writing skills.
· Creativity and initiative.

· Working capabilities: well organized, able to work unsupervised, establishing deadlines to complete work.

· Citizen of a Contracting Party to the Ramsar Convention.

Specific tasks of the post:

· Identification of funding opportunities for the organization. 

· Proposal writing based on CREHO’s Annual Work Plan, Strategic Plan, Fundraising Strategy and Communications Strategy, Strengthening Needs Assessment, Strengthening Strategic Plan, Regional Training Program, among other documents. 

· Organize fundraising travel to support CREHO´s plans and projects.  

· Supervise to the communication assistant with the promotional and diffusion materials for wetlands and the Center (brochure, corporate Power Point, announcements, posters, others), INFOWETLAND, Center’s Website update, and CEPA (Communication, Education and Public Awareness Program in Spanish) follow up in topics relevant to the Center’s mandate. 
· Perform administrative tasks related to the responsibilities of the post.
· Support the implementation of CREHO’s Communication Strategy.
Expected results:

· Projects designed with funds approved, according to projected fundraising program. 

· Funds raised in accordance with the annual fundraising budget. 
Applications:

Should be sending with the following documents on Spanish AND English:
a) Presentation letter on with expression of interest.
b) Application form

c) Currículum vitae, including a recent photo 

d) At least 3 work or academic reference letters with the position and complete contact information of the person providing the reference. The references shall be different from the ones mentioned in the application form. 

Please send the application with the COMPLETE DOCUMENTATION by EMAIL to the following addresses. Applications without the complete documents will not be examined: 

	Ramsar Regional Center for Training and Research on Wetlands in the Western Hemisphere (CREHO)

Ref: Institutional Development Officer – CREHO

rmontanez@creho.org
Copy to: 

info@creho.org
creho@creho.org 




You will receive an e-mail confirming that your application has been received within the next 48 hours.  If you do not receive this confirmation, you can get in touch by phone at (507) 317-1242 or by fax at (507) 317-0876.

Application Form

(Please do not use more space than assigned below; if necessary, an annex can be included with additional information)

	Surname (s): 


	First Name(s): 

	Sex: 


	Place and date of birth:


	Nationality (s):



	Current address, including phone, fax and e-mail:




Education / Training 

	Most recent title / experience for the position:

· 

	University / institution:  

	Date and place: 

	Other relevant university titles / courses:

·  

	University / institution:  


Employment List
	Present employment since:
	Position: 



	In: 



	Responsibilities:



	Name and complete address of the supervisor:

	Previous employment:
1. Since:                                until:
	Position:



	In: 



	Responsibilities:



	Name and complete address of the supervisor:


	Previous employment:
1. Since:                                until:
	Position:



	In: 



	Responsibilities:



	Name and complete address of the supervisor:


Idioms

	Language
	Oral level of ability
	Writing level of ability

	
	Impeccable
	Fluent 
	Correct
	Basic
	Impeccable
	Correct
	Basic

	Spanish
	
	
	
	
	
	
	

	English
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Please list (on a separate sheet) three referees, indicating full names, positions and institutions, telephone, fax and e-mail. These should be different supervisors from those mentioned above.
 Relevant Information Form 
	Detail
	Title
	Institution
	From / To
	Explain

	Education 
	
	
	
	

	Fundraising
	
	
	
	

	Institutional development
	
	
	
	

	Project management
	
	
	
	

	Social sciences
	
	
	
	

	Environment
	
	
	
	

	
	
	
	
	

	Experience
	
	
	
	

	Fundraising
	
	
	
	

	Writing proposals
	
	
	
	

	Strategic planning
	
	
	
	

	Communications
	
	
	
	

	Public relations
	
	
	
	

	
	
	
	
	

	Specialized capabilities - with proven experience
	
	
	
	

	Institutional development
	
	
	
	

	Identification and contact with donors
	
	
	
	

	Design and development of financing alternatives
	
	
	
	

	Project design
	
	
	
	

	Reporting
	
	
	
	

	Budgeting
	
	
	
	

	Conceptualization of communications messages
	
	
	
	

	Design of promotional materials and dissemination 
	
	
	
	

	
	
	
	
	

	General Knowledge
	
	
	
	

	Ramsar Convention
	
	
	
	

	Regional context related to environmental
	
	
	
	

	
	
	
	
	

	General Skills
	
	
	
	

	Computer skills: Excel, Power Point, Word
	
	
	
	

	Skills in other softwares
	
	
	
	

	Experience working with cultural diversity
	
	
	
	

	Experience working on participatory processes
	
	
	
	

	
	
	
	
	

	Other relevant knowledge and skills
	
	
	
	

	Other:
	
	
	
	

	
	
	
	
	


· You can detail this information in a separate page. 
