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Green Weaving Center
A Joint Venture of YDF and AHACD

Position Description
PROJECT COORDINATOR
A) Background
Bhutan Youth Development Fund (YDF) and Academy of Himalayan Arts and Child Development (AHACD) jointly launches a social enterprise called ‘Green Weaving Center (GWC)’ in Thimphu.

GWC is a center for: (i) teaching and preserving the methods and materials used in traditional Bhutanese weaving, as well as its history and, (ii) early child education for the children of weavers and staff.
This is a “Green” center because the traditional methods and materials of weaving are environmentally friendly and we want everything we do and produce at this center to carry a message of sustainability and harmony with nature. We use Himalayan art and philosophy as tools to teach mindfulness and combing this traditional culture with modern theories of human development and SEL techniques in order to create a holistic educational experience. Three key components of SEL curriculum: self-care, care for others, and care for the environment. 

Through this center we will teach moms about child development through artistic experiences while empowering them economically. Children can learn art, music, and stories and have time to bond with their mothers during the workday
We are looking for an experienced Project Coordinator. This person should have a positive attitude and background in education, preferably with elementary school students, and an interest in alternative and holistic education methods. 

B) Duties and Responsibilities
The overall responsibility of the Project Coordinator shall be accountable for directing the overall functions of GWC, and coordinate, supervise operations of different team members, and be responsible for training and professional development, evaluation of the progress, and adherence to policy and regulatory requirements.  
More specifically, S/he shall: 

1) Manage and coordinate the daily operations of the GWC and ensuring the timely achievement of our project goals;
2) Communicate with YDF and AHACD representatives on a daily basis and report project progress and give feedbacks on overall development and operation of the GWC; 
3) Grant general administrative and financial approvals in consultation with YDF and AHACD representatives;
4) Coordinate between the supporting NGOs, vendors in Bhutan, staff at the GWC and general public;
5) Give presentations and tours at the center when there are visitors;

6) Assist in looking for new sources of support and grant inside Bhutan and from visitors;

7) Assist in curriculum and textbook development effort by collecting information and knowledge from other staff members at the center and from other local resources;

8) Monitor and manage expenses in the center, including salary, rent, office operation costs and all other project related cost and report to YDF so that AHACD receives update and report on time;
9) Maintain and update data pertaining to personnel, operation, product, client, students and educative sessions and others deemed necessary;
10) Maintain a good working relationship both within the center and with YDF and AHACD;
11) Follow and implement the Human Resource and Administrative rules and regulation of YDF;
12) Implement approved plans, programs and activities within the approved budget.
13) Assist in identification and recruitment of project employees and/or short-term consultant(s);
14) Assist YDF and AHACD in inventory and sale of green weaving products; 
15) Improve the efficiency and effectiveness of the center;
16) Any other related duties as assigned.
C) Attitude, Knowledge and Skills
1) Positive and learning attitude;
2) Strong organizational and interpersonal skills;
3) Knowledge of textile industry and traditional Bhutanese culture;
4) Work background in education in Bhutan;
5) Ability to determine appropriate course of action in more complex situations;
6) Ability to work independently, exercise creativity, be attentive to detail, and maintain a positive attitude;
7) Ability to manage multiple and simultaneous responsibilities and to prioritize scheduling of work;
8) Ability to be flexible, organized and function under stressful situations;
9) Ability to complete work assignments accurately and in a timely manner;
10) Ability to communicate effectively, both orally and in writing.
D) Professional Requirements

1) Adhere to dress code, appearance is neat and clean;
2) Maintain business confidentiality at all times;
3) Report to work on time and as scheduled;
4) Maintain regulatory requirements, including all district and local regulations;
5) Represent the project in a positive and professional manner at all times;
6) Comply with all policies and standards regarding ethical business practices;
7) Communicate the mission, ethics and goals of the project;
8) Participate in performance improvement and continuous quality improvement activities;
9) Attend regular staff meetings and workshop deemed necessary;
10) Have high integrity, maturity and personal drive.

E) Qualification
1) Fluent in English and Dzongkha;
2) Excellent verbal and written communication skills;
3) Have at least 5 years of relevant experience in the management, education, and entrepreneurship;
4) Possess leadership and personnel management skills; 
5) Passion of social enterprise – doing good for the communities;
6) Have a university degree. 
F) Terms of Employment
1) Staff position

: Contract for six months (first phase) with possible renewal
2) Monthly Salary
: Nu. 31,175 (lump sum) per month as per Level IV-1 professional category under the YDF Human Resource Rules and Regulations 2016
3) Duty station

: Green Weaving Center, Chubachu, Thimphu
4) Information/ reporting: Chief of Social Enterprises / Social Enterprise Officer, YDF; and Executive Director, AHACD (USA)
5) Starting date

: 1st February 2020 (until 31st July 2020)
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