Project Coordinator (based in Ankara)
Ref: PC – Ank

Required Qualifications 
· University degree preferably in social sciences
· At least 4 years of working experience with project coordination roles and responsibilities, preferably in EU-funded projects
· Experience of working with senior stakeholders
· Strong written and spoken communication skills
· Fluent in Turkish and English with strong writing skills
· Good knowledge of  MS office
· Experience in working with public institutions will be an asset

[bookmark: _GoBack]Responsibilities
· Providing administrative support to the Technical Assistance Team (TAT) on a daily basis for the delivery of project activities and results
· Providing administrative support for the project office management
· Providing coordination between base of operations and the British Council
· Providing coordination between TAT, project beneficiaries and stakeholders
· Managing the schedule of the non-key experts throughout the project delivery 
· Managing the logistical arrangements for the delivery of project activities
· Monitoring project expenditure in the base of operations and in the pilot cities
· Coordinating the timely distribution of publications, promotional and training materials
· Providing ad hoc translation and interpretation
· Supervision of project assistants
· Coordinating the relevant procurement process with the supervision of the Project Manager and with the support of the Finance Coordinator


