Committee for Asian Women 
	Position of Executive Coordinator ( only open to women applicants) 

	Location:  Bangkok, Thailand

	Employment Duration: Renewable three year contract which is subject to 6 months probation. 

	Salary & Benefits

· Basic USD 2000 - 2,500 per month depending on qualifications and experience plus annual increment, 13th month salary and provident fund.
· Health and Accident Insurance 
· Housing and child benefits and others as specified in Staff Handbook. 
· Generous annual leave

	Closing Date
	31 September 2010

	Interview Dates
	27-28 November 2010

	About CAW

	Committee for Asian Women plays a special and pivotal role as an Asian regional network of 46 women workers partner organisations at grassroots and national levels in 14 Asian countries.  

We aim to create a voice and platform for a regional level labour movement for women workers in Asia. CAW therefore assumes the responsibility mandated by its member groups to raise this consciousness for women workers by building alliances among women workers groups in the informal economy and formal economy and in areas threatened with conflict and political insecurity. We achieve this through exchange and exposure workshops, proactive research, facilitating training to build a core of women leadership, campaign advocacy and lobby for women workers’ rights, encourage and initiate the growth of trade unions and labour organisations and labour consciousness.

CAW is a growing network of organisations ranging from newly formed unions of women workers to established and recognised unions.  CAW has also been a part of various social and grassroots organisation since its birth more than 30 years ago. Through its experience CAW has found it necessary to consistently follow these strategies in its work and in order to strength women workers movements in Asia. 

 

	Summary of the Programme

	CAW work in the Asian region and its KEY FOCUS AREAS of work with women workers is in the following areas: Formal economy/ Informalisation of work, Informal Economy, Women Workers Rights in Conflict and Suppression, Information, Communication and Media, Asian Labour Solidarity Movement Building , Women Workers Leadership Training and Education Programme

The key strategies CAW will employ in working on these focus areas are: Research and Documentation, Campaign and Advocacy, Capacity Building, Education and Skills Training, Exposure and Exchange Workshops, Media strategy and Campaign, Asian Peoples Labour Solidarity Forum, Women Workers Leadership Training Programme.

 

	Duties and Responsibilities 

	Reporting directly to CAW Exco and working closely with the Programme Coordinator and the Programme Officers, the Executive Coordinator will develop and implement the strategies of CAW to respond to the challenges of building a conscious women labour movement in Asia. 

Duties and responsibilities of the Executive Coordinator:

1.Provide leadership and direction
· Set a direction for CAW in consultation with the network groups, secretariat and the Exco

· In a consultation process develops and implements the strategies of CAW to respond to the challenges of building a conscious women labour movement in Asia 

· Co-ordinates, together with the network groups, secretariat and the Exco, the development of three yearly strategic plan for CAW.

· Coordinates processes and systems for the implementation monitoring and evaluation of the work of CAW. 

2. Organisational Development and Management 

· Co-ordinates together with the, secretariat and the Exco the annual work plan in line with the strategic plan. 

· Co-ordinate and consolidate, together with the programme staff the progress and financial reports in relation to the impact of CAW’s work

· Managing the operations of the secretariat and coordinating the work of the staff.

· Coordinates personnel management such as staff recruitment and staff welfare.
· Facilitates regular performance appraisals and staff training and development.
· Coordinate and implement monitoring, evaluation and planning procedures.
3. Accountability and reporting

· Report, advice, guide and liaise with the Exco and the working committee in relation to governance, employment, direction, funding and strategic planning

· Co-ordinates with the different bodies and task forces/working committees within CAW.

· Coordinates and prepares for Exco meetings, nomination of Exco members, 

· Is a member of the Exco.

4. Financial management

· Carry out fund raising activities, 

· Liaise with existing funders and delivers to grant giving contracts in relation to outputs, financial and progress reports.

· Maintains close links with current and past donors and seeks new ones.

· Oversees financial planning, monitoring, reporting

· Ensures financial systems and procedures are in place and implemented

· Co-ordinate with programme staff, bank signatories, auditors in relation to financial accounting, budgets and budget proposals

5. Liaising with local government and with other legal formalities

· Co-ordinates with external auditor in preparation of the year-end audited financial report.

· Ensues that legal matters in relation to foundation and company registrations, visas and work permits are maintained and is according to the law of the land. 

· Maintains continued good relations with Thai Foundation and HK CAW Ltd for CAW to maintain CAW’s legal entity

· Has responsibility for all matters of public relations.

6. Shared tasks with the secretariat:

· Acts as a spokesperson and representative of CAW in networking activities.

· Provides press statements and conducts media liaison in promoting women workers' issues.

· Implements the CAW programme of action.

· Informs the Exco of important developments in between 

· Deals with international organisations, especially with UN related bodies.

· Maintains good team spirit and good name of CAW.



	Basic Qualifications and Criteria

	Education 
1. Degree or equivalent or higher in relevant field of human rights or a related subject such as women and gender studies, politics, social sciences, international relations, international law, development studies or Asian studies. 

Experience: 

1. At least three years work experience on issues of women and work, labour and trade union, women’s rights and human rights in national, regional or international NGOs or trade unions. 

2. Work experience in programmes and project management in a national, regional or international NGO. 

3. In-depth understanding about gender issues, overall labour and women’s rights and socio- economic and political situation affecting women and work in Asia. 

4. Understanding of international labour laws and rights, conventions and institutions and their application.
5. Knowledge and understanding about the history and work of Committee for Asian women.
Competence: 

1. Ability to work independently and with a team in a multicultural and demanding working environment.
2. Good leadership and programme and media management skills. 

3. Self-motivated, positive attitude, strategic thinking and multi-tasking ability. 

4. Ability to work under pressure and manage team deadlines. 
Skills: 

1. Good communication and public presentation skills in English. 

2. Excellent report-writing ability in organisational strategising and planning using Logical Framework Analysis (LFA) tools. 

3. Good advocacy, media and lobby skills with various stakeholders. 

4. Good analytical and synthesis abilities.

5. Good computer and internet skills. 



	Application Procedures

	Interested applicants are invited to complete the attached Job Application Form and return the form by email to cawinfo@cawinfo.org. The closing date is 30 September 2010. Shortlisted candidates will be contacted for an interview in November.  
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