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STAFF JOB DESCRIPTION EVERY HOME GLOBAL CONCERN 
 
TITLE: OVERSEAS PROJECTS MANAGER 
 
LOCATION:  PENSHURST, SYDNEY NSW 
 
SALARY:  Negotiable 
 
REPORTS TO: Executive Director 
 
KEY ROLES: 
 
The Overseas Projects Manager will be responsible (in liaison with the Executive Director) for 
the development, implementation, monitoring and evaluation of all overseas aid programs, both 
relief and development and for liaison with and reporting to DFAT and ACFID. Currently 
overseas aid programs are being implemented in Malawi, Zambia, India, Bangladesh and 
Ethiopia. He/She will be responsible for developing a team to assist in this overseas work, 
including the development of partners overseas. This is a full-time position with some out of 
hours work required and he/she must be able to travel overseas each year to visit 
monitor/evaluate the programs/projects “on the ground” and give relevant training where 
needed. 
 
SELECTION CRITERIA:  

•     The most relevant criteria needed is that of having recent experience 
in preparing for an accreditation review with the Australian government 
Department of Foreign Affairs and Trade (DFAT). 
 
1. Qualifications relevant to overseas development. 
2. Experience in cross/cultural communication and ability to liaise with overseas 

personnel. 
3. Interpersonal, written and oral communication skills. 
4. Experience in Xcel. 
5. Ability to display initiative and strong problem-solving skills to ensure deadlines are 

met. 
6. Ability to prioritise work and to work independently with minimum supervision. 
7. Ability to liaise with management, staff and volunteers and experience in supervising, 

training and developing staff. 
8. Ability to research, understand and implement government requirements. 
9. Capacity to design/monitor/evaluate budgets. 
10. Ability to design, implement, monitor and evaluate projects/programmes. 
11. Ability to prepare policy, proposals, reports. 
12. Ability to write human interest stories for publication. 
13. Commitment to equal opportunity, Workplace Health and Safety, Privacy, Child 

Protection and Sexual Harassment principles and practices and the values of Every 
Home Global Concern. 

 

 


