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Staff Vacancies Announcement
The Young People’s Initiative (YPI) is a youth-serving development organisation with institutional headquaters based in Calabar, Cross River State, South-South of Nigeria. Envisioning an Africa where the dignity of every young person is respected, upheld and guaranteed, YPI works around a mission “to build, share and act on participatory solutions to social injustices that deepen or owe to youth poverty in Nigeria and Africa at large”. This mission is being driven by work under three Programme Streams – Engaging Governance, International Affairs and Gender (ENGAGE); Rights Promotion, Peacebuilding, Livelihood Enhancement & Environment (RIPPLE) and Building Capacity & Nurturing Knowledge (BANK).

YPI is currently implementing the APPEAL Project - Accelerating Support for Post-election Peacebuilding through Participatory Capacity Building & Reflection on Early Conflict Intervention, Community-Based Theatre Action & IEC Materials dissemination with young people in the South-South Geo-Political Zone of Nigeria. APPEAL is being implemented in the south-south zone by YPI as part of activities under the Election Conflict Management Project (ECMP), funded by United Nations Development Programme (UNDP) and facilitated by Institute for Peace and Conflict Resolution, The Presidency (IPCR). 

To effectively consolidate on organisational gains, including meeting specific humanpower needs of implementing APPEAL, YPI is seeking to reinforce her workforce and is inviting applications from highly motivated and qualified candidates to fill the positions of –
(i)Programmes Officer; (ii)Finance, Personnel & Programmes Admin Officer; (iii)Programmes Support Officer, Knowledge Resources Management; (iv)Programmes Support Assistant based at the headquaters office, Calabar. 
1. Programmes Officer

Job Description: Reporting to Head, Programmes & Policy (HPP), the Programmes Officer performs a variety of programmes and related functions in support of programmes framework at YPI. These include:

· Carrying out research, monitoring and analyses in support of programme activities 

· Mobilise project funds through proposal writing and partnership building

· Managing YPI’s programme portfolio, tracking developments within the country and beyond on youth development and empowerment issues, especially as it concerns YPI

· Maintaining a database of and liaising with YPI partner organizations across the country and their activities

· Participating at and reporting on activities of partner organisations as approved by the HPP

· Improving personal capacity through knowledge sourcing and data utilisation
· Ensuring that YPI’s programmes and field-based intervention experiences are chronicled into organisational publication for wider public use
· Contributing articles for the purpose of sharing organisational perspectives around development trends within and beyond the country 

· Developing/disseminating occasional discussion papers on a wide range of social priorities of concern to YPI

· Providing monthly electronic updates of YPI activities to keep partners informed about organisational activities and following up with partners of YPI
· Participating in the programme planning and facilitating fundraising activities for the organisation

· Ensuring quality of content in the production and adequate dissemination of DUE PROCESS – YPI’s quaterly newsletter 

· Tracking and maintaining accurate records and impact of YPI programme activities

· Coordinating programme-related communication under the supervision of the HPP, including responding to queries and engagements from development, stakeholder listserves and partners

· Initiating strategic youth-serving intervention initiatives

· Performing such other related duties as may be assigned

Education: A minimum of a first degree from a recognized university or its equivalent in Political Science, Law, Social Sciences or the Humanities is required.

Prior Work Experience: One to three years of progressive experience in programme management or related work is required. Experience in the collection, analyses and presentation of programme information is required. Prior experience in coordination of programmes and projects will be an advantage. 

Knowledge: A good knowledge of the youth empowerment and related citizenship-based issues in Nigeria is required. 

Skills and Abilities: Must possess ability to obtain, organize, analyze, evaluate and present information and draft clear and concise reports. In addition, the following skills are required:

· Excellent communication skills (written & oral), 

· Ability to effectively work under pressure

· Effective team player 
· Excellent skills in the use of MS office package, internet and other computer application programmes

· Good analytical, problem solving and communication skills
· Availability to travel at short notice

· Ability to deliver within tight schedules

· Capacity to effectively manage and work under pressure

2. Finance, Personnel & Programmes Admin Officer (FPP)
Job Description: Under the supervision of the HPP, the Finance, Personnel & Programmes Administrative Officer (FPP) manages the financial, programmes administrative and personnel functions at YPI. These include:
· Assisting with the development and institutionalization of improved sustainable financial management practices 

· Supporting programme planning & effective implementation processes with specific responsibility of developing & ensuring adherence to programme budget, timelines and reporting schedules
· Preparation of interim and final financial reports for specific projects for presentation to donors and partners funding the projects 

· Preparation of draft annual budgets for consideration of the HPP, for onward submission to the Trustees and Governing Board 

· Preparation of annual organizational accounts for presentation to appointed external/internal auditors or the Trustees and Governing Board, as the case may be  

· Keeping and maintaining the financial records of the organisation in electronic and hardcopies 
· Developing systems and manage the process of timely programme and other reporting, including following up of internal and external reports and ensuring compliance with Terms of Reference and consultancies
· Assisting in the development of, and be responsible for the implementation of programme administrative systems to provide support for the YPI team while acting as liaison person between programme and other relevant contacts in the field on administrative issues
· Assisting in the development of the M&E systems as well as ensuring appropriate monitoring, evaluation and impact assessment of the programmes administrative systems

· Overseeing organisational expansion and management of out-station offices

· Carrying out oversight functions to ensure deadline compliance and implementation of agreed timelines and schedules
· Coordinating the screening and placement of new staff, interns and volunteers, with supervision from HPP 
· Representing the personnel team (staff, volunteers, interns) at Council of Trustees and Governing Board meetings respectively
· Developing/managing an effective system and provide coordination and logistic support for the administration of meetings, workshops and other events organized by YPI, including development of a list of preferred suppliers, negotiating hotel discounts and maintaining cost consciousness
· Facilitating financial and technical processes for long-term, short-term and once-off contracts, consultancies and other priorities in consultation with the HPP
· Ensuring human resource capital development – including personnel policy review; facilitation of performance enhancement processes (in-house and external); welfare management (salaries, benefits payment etc); enforcing work ethics and professionalism adherence
· Performing such other duties as may be assigned. 

Education: A minimum of a first degree from a recognized university or its equivalent in Accounting or Business Administration is required.

Prior Work Experience: One to three years of progressive experience in finance management in the NGO sector or in a related sector is required. 

Knowledge: Thorough knowledge of office & personnel management is required. Good programme budgeting and budget monitoring skills are required.

Skills and Abilities: must possess excellent interpersonal skills; ability to plan, organize and carry out duties with minimum supervision. Also required are the following:

· Excellent communication (written & oral), human relations & cohesion building skills
· Excellent skills in the use of MS office package and book keeping software, 

· Strong numerical skills

· Excellent team player

· Availability to travel at short notice

· Ability to take up leadership position in challenging situations

3. Programmes Support Officer, Knowledge Resources Management
Key responsibilities include:

· Managing the YPI Resource Centre 

· Source for and keep track of materials (books, audio-visuals, journals, periodicals etc) for the Resource Centre

· Maintain, ensure standards of and administer on YPI project and/or organisational reports 

· Oversee audio/visual reporting components of internal programme implementation processes and manage related equipments
· Producing internal draft briefing documents and reports for YPI activities as may be required
· Track news in the media (print and electronic) either local and international, about YPI

· Document and maintain files on key issues in the news that are of interest to YPI and all her teams, partners and other persons or group that may make use of the YPI facilities

· Upgrade the Resource Centre to a modern automated library, with online facilities including electronic storage

· Plan and implement the upgrade of the library to an online Resource Centre with links to relevant libraries

· Support programmes delivery by helping responsible officers in: 

(a) sourcing for resource materials, internal and external 

(b) documentation of related publications (books, e-books, magazine, journals, audio and audio visual) 

(c) upgrade of their knowledge in their different thematic areas by providing relevant knowledge materials and alerting them on developments and new information about areas covered by them

Qualifications/Skills/Experience

· A Bachelor degree in Library Science and/or at least 2 years experience in managing a library or resource centre as a graduate in any of the Social Sciences

· Must be Computer Literate with good working knowledge of Microsoft Office Packages

· Knowledge of Microsoft Access software is an added advantage

· At least 1 year experience in managing a Library (with a degree in Library Science) 

4. Programme Support Assistant (PSA)
Job Description: Reporting to the HPP, the Programmes Support Assistant performs a variety of programme and administrative functions in support of programme staff at YPI. These include:

· Serving as Front Desk Officer at YPI

· Managing calls and fax related to YPI

· Keeping possession of office keys and maintaining assigned office equipments in good order

· Reporting on any fault on any office equipment to FPP and facilitating prompt action

· Providing logistics support for events and programmes organized by YPI 

· Supporting post-event reporting by developing draft briefing documents and reports for YPI activities as may be directed by HPP or HPP-designate
· Maintaining cleanliness at the office space, including immediate surroundings
· Liaising with FPP on and manage mini-welfare issues for YPI members and visitors
· Providing programme and other staff with ICT support, including basic computer programmes application and document development

· Managing mail service issues
· Participating in programme planning and fundraising activities of YPI

· Overseeing consumables and ensuring all-year availability within the office 

· Performing such other duties as may be assigned. 

Education: A minimum of a SSCE/GCE qualification. A diploma in Computer application or its equivalent from a recognized institution can be an added advantage.
Prior Work Experience: One to three years of progressive experience in programme or office assistance or related work is required. Prior experience in office management is an added advantage. 

Knowledge: A good knowledge is required of how youth development and empowerment interfaces with other national development issues in Nigeria and beyond. 

Skills and Abilities: The following skills are required:

· Excellent communication skills (written & oral), 

· Ability to work effectively in a team 

· Excellent skills in the use of MS office package and internet, 

· Availability to travel at short notice

· Excellent team player

To apply: 
(i) Interested persons should, by Sunday, October 28, 2007, submit hard copies of their CVs, together with an application indicating the position of interest, and addressed to;

HEAD, PROGRAMMES & POLICY

YOUNG PEOPLE’S INITIATIVE

c/o #1/4 MAYNE AVENUE

CALABAR SOUTH LGA

CROSS RIVER STATE
Outside Calabar-applicants may however send soft-copies of their application to ypinigeria@yahoo.com, with the subject “STAFF VACANCY ANNOUNCMENT”. Please, be assured that only outside applicants are expected to submit their applications on-line, as another process of interview will be conducted for them. Calabar-based respondents who contravene this directive may automatically have their entry disallowed. 

The application should speak to the requirements indicated above and state reasons why the candidate thinks that he/she best fits the position; and

i. A daytime telephone number and functional e-mail address. 

The curriculum vitae should be in Microsoft Word format and should not exceed 2 A4 pages.
All applications must be received by 12midnight on Sunday, October 28, 2007. Any application received after this time will automatically not be considered. 

Only short-listed candidates will be contacted for interview. 
YPI offers competitive terms of employment. Applications from young women are particularly welcome, as women are currently under-represented in the organisation.
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