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Date: June 15, 2023

Tender: Track Il Environmental Forum Manager

The Track Il Environmental Forum works to enable key civil society organizations and individuals who
represent both state and non-state actors to discuss, negotiate, and develop practical cross-border
strategies to facilitate formal and informal environmental agreements between Israel, Palestine, and
Jordan.

Responsibilities:

Coordination of logistics for all Track Il activities, projects, meetings, working groups, and the
Joint Implementation Committee (JIC) — including payments and finance documentation, and
support for visa and permit approvals.

Managing working groups, including adoption and implementation of work plans, new projects,
and new working groups, and providing logistical support and reporting.

Management of Track Il grants and submission of new grants.

Support to Development Department in reporting for all grants and donors.

Overseeing the planning of two yearly conferences, and any other Track Il events.
Recording and managing the data in the Track Il Customer Relations Management (CRM)
system.

Production and distribution of a monthly News Brief, updating communication material for
outreach and fundraising and the Track Il section of the AIES website.

Supervision and support for intern/s throughout their semester.

Requirements:

Fluency in English and Hebrew — speaking and writing ; Arabic fluency an advantage.
Good people skills.

Experience with CRM, website management and social media management preferred.
Some work over weekends and unconventional work hours.

The position requires travel in Israel, the West Bank, Jordan and occasionally additional
countries.

Proven organizational skills.

Skilled in computer programs: Outlook, Word, Excel, Power Point.

Presence in the AIES offices - preferred

Holds a valid driver’s license - preferred

Position: Full time for 6 months (maternity leave) with possibility to extend
Commencement of position: Immediate

Tender closes: June 30, 2023.
Please send your CV to:
tali@arava.org
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