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Ref. # FCJYF/Secretary/2024/01/01 Date: January09, 2023

7§\ JOB OPPORTUNITY

Fr. Charles J. Young Foundation is looking for an energetic, self-motivatedand visionary Executive Directorto supervise the
regularactivities and operations of the foundation.

Fr. Charles J. Young Foundation: The Father Charles J. Young Foundation stands as a noble testament to philanthropy

and social development. Established in August 17, 2019, with registration numbers RJSC S-13463/2020 and NGOAB 3382/
18-10-2023, the foundation is a non-political, non-profit charitable organization founded in honor of Father Charles J. Young,
the visionary behind Dhaka Credit.

Name of the position: Executive Director

Duty Station:Foundation office with frequent travel to the working fields.

Key Job Responsibilities: |

Grants Management and fund collection.

Project designing, fundraising.

Familiar with liaising and managing donors.

keeping constant communication & professional relationship with donors.

Preparing concept notes and proposals and submission to the resection donors.

Identifying potentialdonors, managing and hunting new source of fund locally and internationally.

In depth knowledge on donors’ market and expertise to explore respective websites.

Knowledge about NGOB, FD6 reporting.

Acquaintance about donor fund management and compliance.

Develop, update and ensure implementation of policies and practicesall activities of a program.
Planning, coordinating, scheduling program work, oversee daily operations, coordinate and leading the activities of a
program.

Communicate with clients to identify their needs and define project requirements, scope and objectives.
Adhere to budget and financial management by monitoring expenses, tracking expenditures.

Supervise and lead project activities and leadof human resources to keep workflow on track.

Prepare and Organize reporting, plan meetings and provide updates to the management.

Manage communications through media relations, social media etc.

Evaluate potential problems and technical difficulties and develop solutions to mitigate.

Help build positive relations within the team and external stakeholders.

Educational Requirements |

e Masters in Social Science, Development Studies or related field from any reputed university.

Experience Requirements |

Minimum 15 years working experience with Local or International NGOs.

At least 05 years’ experience in Managerial roles in Grants management, Proposal development and fund assortment.
Well versed Knowledgeable on rules and regulations of Company aswell as NGO

Interpersonal skills, including excellent written and verbal communication.

Ability to prioritize work in an environment with multiple and conflicting interests.

Excellent proficiency in MS-Word, MS-Excel, MS-Power Point

Excellent teamwork, directing, leading, coordination & proactive attitude.

Ability to handle complex and confidential information

Should be independently motivated and schedule-driven with a proven history of successful leadership.

Flexible and mature approach with ability to work unsupervised.

Salary: Negotiable

Time of Deployment: Immediate

Employment Status: Full-time

Compensation & Other Benefits: As per policyof Fr. Charles J. Young Foundation

Application Procedures: Qualified candidates are requested to send their completed CV along with a forwarding letter,
experience certificate, academic certificate and send to the following address by 31*January, 2024 within 06:30 PM.

The position applied for should be written on the top right corner of the envelope
Secretary — Fr. Charles J. Young Foundation
C/O The Christian Co-operative Credit Union Ltd., Dhaka
Rev. Fr. Charles J. Young Bhaban, 173/1/A, Tejturibazar, Tejgaon, Dhaka — 1215.
Tel: 09678771270, 9123764, 9139901-2, or e-mail all required documents to cv@cccul.com
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