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Job Description 

Position Title:  Vice President, Operations. Corporate Council on Africa

Location: Washington DC

Position Description: 

The Corporate Council on Africa (CCA), established in 1993, is a nonpartisan 501(c) (3)-membership organization of over 200 U.S. companies dedicated to strengthening the commercial relationship between the U.S. and Africa. CCA members represent nearly 85 percent of total U.S. private sector investments in Africa. CCA has a young, dynamic, multinational staff committed to increasing trade and investment between the U.S. and Africa.  CCA's website is www.africacncl.org. 

The position of Vice president Operations is a new one, which is part of a recent reorganization of CCA to move more to a corporate structure. This is to entrench the principle of accountability and sharper focus on financial management through budget management and timeliness. The Vice President for Operations will report to the President and work closely with the Vice President for Programs to develop overall policy for CCA.  General responsibilities include, but are not limited to:

· Assist the president in the smooth running of the Corporate Council on Africa

· Work with President to insure financial reporting and budget management, including fundraising is on track

· Coordinate the activities of the Development, Membership/Marketing, Communication and Information Technology, Human Resources and Finances sections of the organization.

· Ensure that the CCA data base is accurate and up-to-date with information of its members

· Ensure that adequate and timely publicity is given to CCA programs and events to maximize benefits to the organization.

· Ensure that work plans conform to the agreed objectives of CCA and are run within agreed budget and time

· Work closely together with VP programs to ensure synergy of activities

· Work actively to promote the team spirit in CCA that would make working in CCA exciting.
· Work with both the Development and Membership directors to ensure that both fund raising and membership target numbers are met
· Prepare performance evaluation reports of staff under his/her supervision on an annual basis
· Prepare an annual budget for the year by October of the preceding as an input to the CCA budget.

· Report on the activities of the operations section as input to the Board and Executive committee meetings.

Successful candidates will have a Master’s degree or higher in a related field and be fluent in English. (Fluency in French or Spanish will be additional advantage but not required); experience with Africa-focused organizations; self-motivated and willing to support the overall mission of CCA.    Applicant should have at least ten years of work experience.

Salary: Based on experience

Please send resume with cover letter by March 31, 2005 to Hubert Nwokolo at hnwokolo@africacncl.org or fax to (202) 835-1117. Only short-listed candidates will receive responses.  No phone calls please.  For more information on CCA, visit www.africacncl.org
The Corporate Council on Africa is an equal opportunity employer.  All applicants will receive consideration without regard to race, religion, color, national origin, sex, disability, political affiliation, age, or any other non-merit factor.
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