W COC [EUNIA A
&¥J CEnA ‘ Group
CPBMJA “ YOUR JOB, OUR WORK

Gi Group HR Solutions d.o.0. was established in Serbia in April 2002 with the mission to support clients in achieving
their business strategy by offering a wide knowledge of the local market, experience of our international consultants, and
tried and tested practices of our partners.

Foundation SOS Children’s Villages Serbia is non-governmental, humanitarian organization dedicated to the welfare of
children and strengthening of families and communities. Their work is aimed to the wellbeing of children and the creation
of permanent improvement of the conditions in which children live.

If you are very good in handling of new situations, responsible, dynamic and optimistic, love the challenges and see the
development of your career in the area of fundraising for vulnerable children, you want to have the special meaning of
your work and looking for dynamic, professional and friendly environment, foundation SOS Children’s Villages Serbia
is looking for the new team member in the following position:

Associate for Sponsorship and Administrative Assistant
in the Fundraising Department

Location: Belgrade
Main responsibilities will include:

e Performs all activities related to contacts with children's sponsors and SOS Children’s Villages Serbia programs,

e Collaborates with the colleague responsible for collecting funds from individual donors: obtains and processes
information about new sponsors for changes, check-outs, cash gifts, checklists and sponsorship guarantees, and
provides new information, photos, registrations, transfers and check-outs,

e Communicates with sponsors and donors and is their main point of contact: Desighs messages directed at
sponsors and donors and writes exciting, honest and inspiring messages for them,

e Conducts necessary documentation and correspondence, in accordance with the organization’s procedures,
Ensures continuity in the sponsorship process,

e Maintains contact with the Regional coordinator and obtains support, training and knowledge exchange for quality
work,

e Cooperates with SOS parents, educators in the Youth Union and professionals in SOS programs,

Writes and transmits reports, organizes and monitors visits of children's sponsors or SOS programs,

Maintains a database of local individual donors and sponsors and carries out an annual communication plan with

them (e-mail, calls, reports, thank-you notes, etc.),

Prepares and sends contracts, reports and other documentation to individual and corporate donors,

Participates in organization of events and in the Fundraising campaign,

Submits reports to the Fundraising Associates in order to collect resources from individual donors,

Works on administrative tasks related to the work of the Fundraising part and Fundraising projects (preparing

draft of various acts, scan and copy of materials, mail administration, processing data on the computer, archiving

of materials and documentation, etc.),

e Respect of children’s rights and human rights: uses the principles and terminology of children's rights and
coordinates and complements the goals of children's rights and generally human rights, especially respecting
culture, traditional patterns, customs and other users of aid beneficiaries, and which does not contradict basic
human rights and children's rights;



Requirements:

University degree in Marketing, Economics, Communication or Literature,

Minimum 1 year of experience in similar role (Fundraising, Customer relations, Sales and similar)
Networker with excellent communication and presentation skills,

Creative, innovative and pro-active personality,

Goal and customer oriented and result driven individual,

Strong individual capable to work in highly dynamic team of professionals

Fluency in English,

Excellent computer literacy,

Driver’s license preferable.

If you are confident that you meet the above stated requirements and you are interested in developing your career in a
dynamic international environment, please follow this link to fill out an on-line application:

http://my.gigroup.rs/jobs/

Closing date: 26th December 2017

Please note that only short-listed candidates will be contacted. , ,yse r
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