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The Civil Society Advocacy Initiative, a program implemented by the Institute for Sustainable Communities and funded by the United States Agency for International Development, seeks a:

Grants Administration Assistant
Based in Belgrade, Serbia.
Background

The Civil Society Advocacy Initiative (CSAI) is a $14 million, five-year program that supports Serbian civil society in its ability to influence public policy, serve as government watchdogs, and conduct sustained advocacy campaigns on a wide variety of reform issues. The CSAI nurtures a healthy and vibrant civil society by focusing on the sector’s capacity to successfully advocate at local and national levels for the issues it defines, and to secure a legal and regulatory environment that fosters the long-term financial and operational sustainability of NGOs through encouraging development of the concept of corporate social responsibility and investing in development of philanthropy. The CSAI envisions the growth of civil society such that all people in Serbia identify themselves as citizens of a stable, democratic nation where participation is the norm, and personal responsibility contributes to a renewed sense of individual and national dignity. 

Responsibilities

Under the supervision of the Grants Manager the incumbent will:

· Provide administrative support to the  Grants Team in the evaluation, monitoring and implementation of the grants program;
· Assist in management, oversight and maintenance of CSAI program data base;

· Assist Grants Coordinator and other Grants Team  members in  administering grant competitions, including filing all relevant documentation about the RFA process, logging in of proposals, initial screening, assisting expert review process by compiling scoring and comments from experts and entering scores into the data base, preparing material for final review committee, etc;

· Support Grants Coordinator in preparing grant agreements and other key documents for appropriate signatures and stamps, including pre-award questionnaire, amendments, various letters supporting grants administration process, etc; 

· Support Grants Team in administrative duties related to grantee/partner reporting and grant filing;

· Support Finance Department with administering financial reporting through the data base and other budget tracking tools;

· Assist Grants Coordinator in overall program reporting by compiling reports from data base based on grant status or per different criteria i.e. geographic, issue based, gender, etc; 
· Effective reporting to Grants Manager; 

· Other administrative tasks required by ISC for the successful implementation and completion of the CSAI grant program.

Requirements
· Native Serbian  speaker with excellent English language skills;

· Experience working with civil society organizations in Serbia; 

· Prior work experience with international organizations, embassies or foundations preferred;

· Familiarity with grant policies and procedures; 
· Strong experience in program administration;

· Proficiency in MS Office Applications and good internet skills;
· University degree desired;
To Apply

Interested candidates should submit a CV, one-page cover letter explaining how their qualifications match the requirements of the position, and salary history at: 

isc@iscserbia.org
Deadline for applications is 15 September 2010. 

Only candidates selected for an interview will be contacted. No telephone enquiries please.

Note: Hiring dependant upon approval of program extension
