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Peace Brigades International

   Development House
               56 - 64 Leonard St
               London EC2A 4LT 
   Tel: 44-20-7065-0775


                      Website: www.peacebrigades.org
Dear Applicant,

Re: International office administrator

Thank you for your interest in the position of International office administrator. This is a key post within PBI in ensuring that the International office is able to fulfil the role of coordinating and servicing the whole of PBI.  The postisf an excellent opportunity to work in an international peace and human rights organisation with projects in Colombia, Guatemala, Indonesia, Mexico and Nepal and country groups in 15 other countries.

Enclosed in this e-application pack you will find the following:

* Background information to PBI international structures

* Job description

* Person specification

* Application form

* Equal opportunities monitoring form   

You will find more information about PBI and a copy of our 2006/7 Annual Report on our website at www.peacebrigades.org. 

Please complete the application form and return by email (if you wish to send it by mail please complete the application form in blue or black ink as it will be photocopied) by the deadline of 5pm, 30 April 2008, marked Private and Confidential to: 

Helen Yuill

International Office

Peace Brigades International

Development House
56 - 64 Leonard St
London EC2A 4LT 

Tel: 44 20 7065 0775

Email: iosupport@peacebrigades.org
Unfortunately PBI is unable to secure a UK work permit for this post. Therefore applicants must be EU citizens or resident in the UK  

Interviews will be held  in the week beginning 14 April. . Candidates invited for interview will be notified shortly after the deadline for applications.  As PBI works with limited resources, we regret we are unable to contact applicants who are not short-listed for interview.  Please assume that you have not been short-listed if you have not heard from us within two weeks of the deadline.

Thank you for your interest in this post.  We look forward to hearing from you.

Yours sincerely

Helen Yuill

Internal Communications Worker

-----------------------------------------------------------------------------------------------------------------------

Notes on PBI’s internal structure

What does PBI do?

"The physical presence of PBI at the human rights trial gave us the feeling of security and moral support. For us, and especially for the victims of torture, PBI's presence reminded us that the international community had not forgotten us." Maya, Legal Aid and Human Rights Association (PBHI), Indonesia
PBI has been working to protect human rights and promote non-violence for the past 26 years. On request, we send teams of international volunteers to areas of repression and conflict to provide a protective accompaniment to local human rights defenders whose lives and work are threatened by political violence. Our work is based on the principles of non-partisanship and non-interference in the internal affairs of the organisations we accompany. We believe that lasting transformation of conflicts cannot be imposed from outside but must be based on the capacity of local people to build a genuine peace. The PBI model has proven that this external presence can deter violence and thus create greater space for local activists to carry out their work. In addition to accompaniment, PBI also carries out workshops, training and peace education work, with the goal of strengthening local capacity for conflict transformation. 

PBI structure
Country groups/associate groups in 16 countries form the foundation of PBI and are responsible for recruiting and initial training of project volunteers, project support networks, advocacy, fundraising, publications, and raising PBI’s profile and that of the organisations we accompany. 

Projects in Colombia, Guatemala, Indonesia, Mexico, and Nepal carry out protective accompaniment, public relations, reporting, training and support for volunteers, advocacy, fundraising, collaboration with other organisations, and produce publications. They coordinate the building and activating of international support networks together with country groups. The Indonesia Project also has a peace education programme and the Colombia Project provides workshops on social reconstruction. 

The International Secretariat is made up of the International Council, Executive Committee, International Finance Committee, International Office and technical committees. Together they are responsible for management, coordination, finances, fundraising, policy development and monitoring, organisational development and international publications. 

The governing body of PBI is the International Council made up of representatives of projects, the International Finance Committee, country groups and at-large members. The International Council implements strategic plans and policies determined by the General Assembly.  

The highest decision-making body of PBI is the General Assembly (GA) that meets every three years and is made up of representatives of PBI projects and country groups. The next GA is scheduled for November 2008.

The London based International Office is staffed by four part-time workers responsible for organisational development, internal coordination, finances, publications and administration. Posts include: international coordinator, internal communications worker, finance manager and administrator. An online communications manager who is contracted on a free lance basis is responsible for the technical development and maintenance of the website and internal communications tools.

The International Secretariat and projects form the global structure of PBI registered as a non-profit corporation in the State of Washington, USA. 

Country groups and Associate groups are independent bodies that determine their own structures and are legally responsible for their own actions.

For further information please visit the PBI web site at: www.peacebrigades.org
PEACE BRIGADES  INTERNATIONAL

                       

	Job Title:


	International Office Administrator



	Days per week:
	3 days (21 hours) per week (3/5th time).



	Salary:


	£23,333 per annum plus 5% savings scheme (pro rata)

	Holidays:


	28 days per annum plus UK public holidays (pro rata)

	Location:


	PBI International Office in Central London

	Overall Purpose of the Job:

	To develop and maintain the administrative systems of the International Secretariat (ISEC) of PBI

	Accountability:
	The post holder will be accountable to the International Council through the International co-ordinator


NB: This job description is not exhaustive and the post holder may be required to undertake other duties as required by the International Personnel Committee which are commensurate with the existing levels of responsibility and salary. Any changes will be in consultation with the post holder.
Key duties and responsibilities

1. To develop and maintain ISEC administrative systems

    Development of administrative systems including IT systems and equipment 

    Develop and ensure regular maintenance of PBI internal information management  
    system (mypbi.net) and upload documents and information onto the system

     Upload information onto the international pages of the PBI external website 

     Ensure the maintenance of administrative systems including purchase and
     maintenance of equipment.  

     Liaise with IT support person as and when appropriate.  

     Liaise with landlord including attending building meetings.  

     Ensure records are kept up to date with statutory authorities and co-ordinate the
     provision of legal documents to constituencies as required.

    Ensure maintenance of PBI’s archiving system together with the online 
    communications coordinator and international archivists
    Oversight of the work of the office administration volunteer.

    Administration of staff and volunteer recruitment. 

   Book-keeping and financial administration,  including assisting the finance manager with 

   day to day administration of bank accounts, petty cash, bank  transfers, and checking of 

   expense  claim forms 

    Coordination of the logistics of the annual International Council face to face

    meeting 

2. Joint responsibilities with other members of staff

    Attend and minute office meetings.

    Participate in annual International Office (IO) reporting and appraisals

3. General duties
    To abide by the mandate, principles, by-laws, guidelines and consensus
     decision making processes of PBI.

    Promote a cooperative, positive and constructive approach to collaborative 
    problem solving involving different parts of PBI’s global structure. 

    Prepare and submit work plans and work reports to agreed schedules

.

    Keep up-to-date with developments within PBI

-------------------------------------------------------------------------------------------------------------

Person  Specification

	Knowledge
	Understanding of and commitment to the aims and principles of PBI

Background / interest in international politics, conflict and human rights issues

Understanding of and commitment to taking decision by consensus  and teamwork

Understanding of and commitment to equal opportunities



	Skills

	Ability to use Word, Excel, Email, Internet and Skype, to learn new IT systems as required, and to explain these systems to others

Ability to work with a team using consensus / collaborative decision-making processes

Ability to make firm decisions and focus on key strategic priorities

Ability to manage time effectively 

Strong administrative and organisational skills

Strong verbal and written communication skills 

Ability to juggle multiple tasks and projects simultaneously

Cultural sensitivity, tact and diplomacy 

Ability to read, write and speak English proficiently

Desirable 

Ability to read, write and speak Spanish proficiently



	Experience


	Proven ability to develop and maintain administrative systems 

Experience of using online communications tools (like Microsoft SharePoint, Google Documents, Blogs etc) to keep documents, address books and key organisational information up to date. 

Experience of editing websites and/or using online content management systems 

Management of volunteers

Experience of working in the voluntary sector 

	Flexibility
	Willingness to travel and work unsocial hours as required

Willingness to meet the changing needs of PBI in terms of its aims, objectives, processes, procedures and systems



	Residential status


	Be a citizen of the EU and/or have resident status in the UK



 “Prior to short-listing by the recruitment panel, this page will be detached, so that the identities of the applicants are unknown” if you choose to do this.

Name.........................................................................................................................................

Address....................................................................................................................................

...................................................................................Postcode...............................................

Telephone: 

Work: ….............................................................  

Home: ...................................................…….….

Mobile: ……………………………………………..

Email: ………………………………………………………………………………………

Where did you see this post advertised? 

…………………………………………………

How did you receive the application (please tick appropriate box):

By post
(
By email
(
Downloaded from website
(
____________________________________________________________________________________________________

For office use only:

CANDIDATE REFERENCE:
1.  Please indicate your fluency (native/good/average/poor) in English and Spanish and any other languages you have.

Language

Understand

Speak

        Read

       Write

	ENGLISH
	
	
	
	

	SPANISH
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2. Are you legally entitled to work in the UK?



YES / NO

If appointed we are legally required to ensure you provide evidence of your right to work in the UK (e.g. passport, birth certificate, National Insurance Number etc) 

3. Should you be offered the job when would you be able to take up the post?

………………………………………………………………………………………………….

4. Please provide two professional referees. 

The first should be your current or most recent employer. The other should be someone who knows your professional work well enough to be able to comment meaningfully on your ability to carry out this job (e.g. another employer or from voluntary work). They must not be related to you. 

Name





Name

Address




Address

Tel





Tel

Email





Email

Relationship to you


Relationship to you

References will only be taken up once a job offer has been made and accepted.

________________________________________________________________________________

For office use only:

CANDIDATE REFERENCE:
5. Please give brief details of your education and any relevant training or professional courses you have taken and any qualifications gained.

	Dates
	Name/address of institution/provider
	Details of course(s) attended
	Qualification gained (if any)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


6. Please give brief details of previous employment -please indicate whether it was voluntary/unpaid work (continue on extra page if necessary).

	Dates
	Name/address of employer
	Job title and main duties
	Salary and reason for leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7. Other information: please use this section to demonstrate your knowledge, skills and experience as outlined in the Person Specification. Try to draw on practical examples as evidence of your knowledge, skills and experience.  It would be useful to underline each criteria and then give your response. Continue on a separate sheet if necessary.

Signed:






Date: 

If sending by email you may type your name

_

PLEASE RETURN TO iosupport@peacebrigades.org by 5pm 30 April  2008

___________________________________________________________________________________________________

For office use only:

CANDIDATE REFERENCE:


Peace Brigades International is striving to be an Equal Opportunities employer.  We appoint staff solely on the basis of their ability to do the job.  The following information will be used only for monitoring our commitment to equal opportunities and will not be used for any other purpose.  It will be separated from the application form before short-listing and kept confidentially by Peace Brigades International.

	Candidate Ref No.

(for office completion only)
	

	Gender
	Male / Female

	Age Range
	20 years or younger

	
	21 - 30 years

	
	31 - 40 years

	
	41 - 50 years

	
	51 - 60 years

	
	61 years or over

	Do you regard yourself as having a disability?
	YES / NO

	Please describe your ethnic origin by ticking one of the boxes below.  These figures are primarily used to monitor whether we treat people from all ethnic origins fairly. Ethnic origin questions are not about nationality, place of birth or citizenship. They are about colour and broad ethnic group -- for example, UK citizens can belong to any of the groups indicated. The categories we use are those recommended by the Commission for Racial Equality as they allow us to use census figures as a benchmark against which to compare.


	White
	

	Black -African
	

	Black -Caribbean
	

	Black -Other
	

	Bangladeshi
	

	Chinese
	

	Indian
	

	Pakistani
	

	Other ethnic group (please describe)
	

	Where did you see this post advertised?
	


Future Opportunities

Would you like us to send you details on how to volunteer for Peace Brigades International YES / NO
INTERNATIONAL OFFICE  ADMINISTRATOR
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EQUAL OPPORTUNITIES MONITORING FORM








