POSITION DESCRIPTION

Senior Program Associate, Phase III: Democratic Election Standards Project

Summary:
Assists the Democracy Program director and assistant director to design, implement and evaluate the Information and Communication Technology (ICT) focused aspects of the Democratic Election Standards project, and their eventual integration into all TCC election observation missions, as appropriate.  In addition, provides support to other Peace Program efforts to incorporate technology into their activities.  Tasks include project development, implementation and management, grant development, budget planning, program promotion, report production, serving as a resource on technology issues and networking.  May supervise staff, interns and/or volunteers. 

Key Responsibilities:
1. TECHNICAL SUPPORT AND IMPLEMENTATION: Assist the Democracy Program in the design, implementation and evaluation of the incorporation of technology into missions, strategy and internal operations, keeping abreast of latest developments in the application of new and emerging technologies on the field of democracy promotion, conflict resolution and human rights.   Provide support to similar efforts in the Peace Programs (the China, Americas, Human Rights and Conflict Resolution Programs) when in need of advice regarding ICT, or technical assistance in using ICTs in their program activities.      

2. PROJECT DEVELOPMENT, ADMINISTRATION and MANAGEMENT: Assist the assistant director on specific, technology focused project activities by designing and implementing them.  Conduct research, write background analysis, and work with partners in the field.   Includes management of project grants, the preparation and submission of reports to donor agencies, evaluating performance, and measuring results against stated goals. 

3. FUNDRAISING: Work with the assistant director, other project staff and the Carter Center development office to maintain relations with granting agencies, and develop new funding sources.  Prepare grant applications and proposals, develop budgets, and carry out follow-up procedures once grants are submitted.   

4. PROGRAM PROMOTION: Represent the program at domestic and international events.  May write and present speeches.  Assist the director to review and update public information concerning the program, including brochures and the website.

5. NETWORKING:  Work closely with other programs of The Carter Center to ensure close coordination and maximum impact of the DES project.  This may include convening and managing inter-program task forces and formulating cross-program strategies.  Maintain relationships, with technology professionals, the business community, scholars, policy professionals and others who support our work.  

6. REPORT PRODUCTION:  Following project activities, set a schedule and work with The Center’s Public Information Office to oversee the production of a report on the project.  Tasks include drafting of report text, rough editing, research to fill information gaps, preparation of index materials, selection of photographs and illustrations, and review of galleys. 

7. FIELDWORK SUPPORT:  Help to establish and oversee project field offices, and study missions.  Work with other staff and representatives of other organizations to secure requirements for program field missions.  

8. SUPERVISION: Supervise staff, interns, volunteers and work-study students by orienting, training, and providing performance feedback on an ongoing basis.  

9. WRITING: Write effectively for a wide variety of audiences and in multiple formats, including business letters, grant applications, program promotional materials, political analyses, handbooks and reports, and scholarly articles. 

Minimum Qualifications:
Bachelor’s degree in a related field, with an emphasis on information technology and applications to international development and public policy; five years related program related experience, or equivalent combination of experience, education and training.  The following skills are strongly preferred:

· comfort integrating modern technology into Carter Center projects; 

· knowledge of GIS and mapping software (including Google Maps and related web-based mapping tools) and to write simple scripts in PHP; 
· familiarity with Microsoft Office software, social networking, and mobile messaging software; 

· working knowledge of one or more data analysis software packages including SPSS and Excel; 

· knowledge of data base systems such as Access and Filemaker; and 

· general knowledge of how computing and communications technology into modern social science field methods. 

