
 

Consultant – Project 
Coordinator 
Appointment 
Request  

Date: 10.04.2022 

Unit: Operations  
 

 

1. Job  Consultant – Project Coordinator  

2. Job Type    Vacancy    New Job Role  

3. Job Location    HQ – Ramallah    Externally Funded Project 

4. Funded by  LGRP Project    

5. Job Form   Full-time   Part-time  Special Contract  

6. Purpose of Filling the Job: Lead the LGRP funded project.  

7. Brief Job Profile 

1. Contribute to the preparation of the project's action plan. 
2. Employ the target groups in the target areas of the project. 

3. Manage the logistic framework and project activities according to the action plan. 

4. Build and manage networks with key stakeholders, project partners, civil society organizations 
and officials in targeted areas. 

5. Ensure compliance with reform and integration of best practices as well as commitment with 

donors and REFORM manuals.  
6. Participate in coordination meetings and meetings of key relevant external donors and 

stakeholders. 
7. Provide support in preparing technical reports and following up on completed reports. 

8. Engage in designing innovative capacity building processes in coordination with trainers and 

facilitators. 
9. Write news articles about project activities to maintain flow of information for the Palestinian 

public. 
10. Provide technical support to the Projects Officer. 

11. Prepare contracts and service agreements for service providers. 

12. Contribute to the collection of all data and information required to measure operational 
performance indicators and formulate them to monitor the progress of projects. 

13. Coordination with different units regarding the technical designs of projects. 
14. Any other competencies assigned by the direct supervisor/ Projects Officer within the scope of 

work. 

8. Required 

Recommendations, and 
Essential Information to 

Fulfil Recruitment:  

1. Proof of written and spoken skills in English and Arabic, and fluency in both languages. 
2. Strong interactive facilitation skills. 

3. Outstanding interpersonal, communication, planning, presentation and organization skills. 
4. Advanced computer skills. 

5. Strong ability to work within a team. 

6. Motivation and drive.  
 

Required: 

1. Bachelor's degree in social sciences and humanities, project management, or business 
administration. 

2. At least two years of relevant practical experience in the field of project management with 
NGOs. 



3. Practical experience in planning, controlling and supervising budgets and logistics. 
4. Management of operational/action plans 

5. An understanding of the Palestinian political and social context. 

6. Accuracy in work and attention to details.  
7. Strong ability to write financial and technical reports and news articles.  

8. High capacity for networking and building alliances and partnerships. 

9. Applicant notes and 

signature 

Expected date of work is 2 months (May and June 2022). 

Qualified applicants must submit a CV, cover letter, and a 

financial offer for the position by 17 April 2022.  

CVs with photos or any other distinctive signs will not be 

considered. 

1-page cover letter detailing their interest and qualifications 

for this position. 

1-page financial offer. 

 

 

 
 

10. AFO Approval 
 Funding is available, recruitment can be initiated  

 

 Funding is unavailable, recruitment cannot be initiated 

 

11. Director General’s 

Approval  

 Internal recruitment is approved at first  
 

 Direct external recruitment is approved  
 

  Recruitment request is not approved  

 
 

 


