Call for Proposal
Director of Administration
Direct Report: CEO
YONER Liberia is recruiting a Director of Administration to manage its day-to-day activities and support the CEO to develop and execute strategic growth plans.
About YONER Liberia
YONER Liberia is a social enterprise and tech-education accelerator reimagining education and employability through social entrepreneurship, higher education management and tech innovation. Founded in 2008 to rehabilitate and reunite child soldiers of Liberia’s civil war who transitioned to being youth with their families and reintegrate them into their communities, YONER’s innovative programs have impacted over 100,000 youth, students, young women and disadvantaged young people across Montserrado, Margibi, Grand Bassa, Bong and Nimba Counties.
Over the past five years of rebranding, YONER’s program designs have specifically focused on facilitating young people’s self-reliance, independence and preparedness for quality education, job and business opportunities.
Reimagining Employability, an incubator program and Reimagining Education, an education advancement program are YONER’s two core programs focus on equipping young people with the skills to thrive in the workforce and create job opportunities and facilitate young people to acquire quality higher education abroad in over 10 countries, globally.
YONER Liberia is an independent and legally registered Youth and Local Community Development NGO with Business Registration No: 052300371 and Tax Identification No: 500993829.
About the Role
The Director of Administration will report directly to the Chief Executive Officer and serve as the head of the human resources department and will be responsible for developing and leading the entire human resources functions of YONER. Ranging from employee relations to payroll to compliance issues, the HR department will help ensure that YONER runs smoothly.
Professionalism, Strategic Vision and Leadership
· Craft human resources policies and procedures and effectively communicate changes thereto.
· Create and regularly update onboarding manuals.
· Work with the CEO and Board of Advisors to create a culture of diversity, inclusivity, collaboration and teamwork for increased productivity and growth.
· Develop an annual HR budget and submit it to the Finance Department for annual budget planning.
· Manage the staffing process, including developing procedures, recruiting, hiring, onboarding, dismissal, and termination.
· Update Finance department by written notice with changes in the number of staff or staff salary.
· Liaise with department heads to create training plans and ensure ongoing capacity development.
· Develop a performance management toolkit and ensure proper performance management and evaluation systems are in place to help employees understand and grow in their areas of responsibilities.
· Craft and discuss succession planning with department heads and CEO.
· Create a compensation strategy/salary structure for all positions based on market research and pay surveys. Ensure that the strategy is kept up-to-date.
· Investigate employee issues and conflicts and bring them to resolution.
· Ensure company’s compliance with accredited bodies regulations (Ministry of Labor, Liberia Revenue Authority, National Social Security and Welfare Corporation, etc).
· Report on the performance and progress of the Human Resource department to the management team and senior stakeholders.
· Support the financial team on budget planning, management and financial activities as needed. 
Desired Skill Set
· Effective leadership skills
· Effective verbal and written communication skills
· Proficiency in Microsoft Office suite/ Google Workspace
· Interpersonal skills
· Strong analytical skills
· Strategic planning/ employment planning skills
· Critical thinking abilities
· Good financial and budgeting skills
Job requirements:
· Bachelor’s Degree in Management, Human Resource Management or other related fields.
· Knowledgeable about employment laws pertinent to the Republic of Liberia and YONER Liberia.
· A demonstrated quality experience in a Human Resource or Administrative role.
Term of Reference (TOR)
Technical Operations Associate
Reports to: Director of Administration, YONER Liberia
YONER Liberia is recruiting a Technical Operations Associate to support its day-to-day administrative delivery and business operations.
About YONER Liberia
YONER Liberia is a social enterprise and tech-education accelerator reimagining education and employability through social entrepreneurship, higher education management and tech innovation. Founded in 2008 to rehabilitate and reunite child soldiers of Liberia’s civil war who transitioned to being youth with their families and reintegrate them into their communities, YONER’s innovative programs have impacted over 100,000 youth, students, young women and disadvantaged young people across Montserrado, Margibi, Grand Bassa, Bong and Nimba Counties.
Over the past five years of rebranding, YONER’s program designs have specifically focused on facilitating young people’s self-reliance, independence and preparedness for quality education, job and business opportunities.
Reimagining Employability, an incubator program and Reimagining Education, an education advancement program are YONER’s two core programs focus on equipping young people with the skills to thrive in the workforce and create job opportunities and facilitate young people to acquire quality higher education abroad in over 10 countries, globally.
YONER Liberia is an independent and legally registered Youth and Local Community Development NGO with Business Registration No: 052300371 and Tax Identification No: 500993829.
About the Role
The Technical Operations Associate reports directly to the Director of Administration and is responsible for a wide range of activities to support effective administrative delivery and efficient business operations. The Technical and Operations Associate will perform administrative tasks, support teams and departments as needed, and ensure the smooth daily operations of YONER Liberia. 
Technical Responsibilities
· Proactively identify and lead the development or integration of processes and tools that drive team productivity.
· Collaborate cross-functionally to ensure all physical and digital infrastructure, tools and processes are optimally performing.
· Gather requirements for technical integration and liaise with the appropriate team or individual to provide solutions.
· Liaise with the Directors of Finance and Administration to coordinate office procurement. 
Operations Portfolio
· Partner with team and department leads to ensure plans, logistics and resources are readily available for operations.
· Manage designated operational processes and report on status, performance, and challenges.
· Provide administrative and technical support to the Director of Administration and CEO as required.
· Execute special projects as assigned and produce reports.
· Conduct research and provide recommendations on appropriate and relevant technologies and tools for YONER’s operations.
· Work with the CEO and Director of Programs to ensure timely planning, management and evaluation of organizational and program operations including analysis and reporting.
Desired Skill Set
· Proficiency in professional suites including Microsoft Office, Google Workspace and other similar programs.
· Critical thinking, problem solving and independent judgement skills.
· Ability to identify problems, take initiative and develop solutions.
· Skilled in the fundamentals of web, software and app development and database management.
· Strategic planning and excellent organizing skills. 
Job requirements:
· Associate degree or Bachelor’s Degree in Management, Human Resource Management or other related fields.
· Knowledgeable about employment laws pertinent to the Republic of Liberia and YONER Liberia.
· A demonstrated quality experience in a Human Resource or Administrative role.
Term of Reference (TOR)
Program Associate, International Study Abroad Program
Reports to: Director of Programs, YONER Liberia
YONER Liberia is recruiting a Program Associate to manage its International Study Abroad Program.
About YONER Liberia
YONER Liberia is a social enterprise and tech-education accelerator reimagining education and employability through social entrepreneurship, higher education management and tech innovation. Founded in 2008 to rehabilitate and reunite child soldiers of Liberia’s civil war who transitioned to being youth with their families and reintegrate them into their communities, YONER’s innovative programs have impacted over 100,000 youth, students, young women and disadvantaged young people across Montserrado, Margibi, Grand Bassa, Bong and Nimba Counties.
Over the past five years of rebranding, YONER’s program designs have specifically focused on facilitating young people’s self-reliance, independence and preparedness for quality education, job and business opportunities.
Reimagining Employability, an incubator program and Reimagining Education, an education advancement program are YONER’s two core programs focus on equipping young people with the skills to thrive in the workforce and create job opportunities and facilitate young people to acquire quality higher education abroad in over 10 countries, globally.
YONER Liberia is an independent and legally registered Youth and Local Community Development NGO with Business Registration No: 052300371 and Tax IDentification No: 500993829.
About the Role
The Program Associate for the International Study Abroad Program reports directly to the Director of Programs and is responsible for leading YONER’s education advancement initiatives.
Programs and Evaluation

· Develop annual and quarterly goals, objectives and design the scope of YONER’s international study abroad programs.
· Design and lead the strategy execution for achieving the defined goals and objectives and expanding YONER’s study abroad programs.
· Plan, organize and lead information sessions about the study abroad programs.
· Support candidates to review admission documents, navigate admission procedures, including tuition payment where applicable.
· Provide support to students’ travel, flight and accommodation arrangements, including processing relevant documents such as birth certificates, passports, viasa, yellow fever cards and COVID-19 vaccinations.
· Support the MEAL Associate to monitor program progress against objectives and indicators and prepare performance reports.
Relationship Management and Fundraising
· Conduct regular research and keep up-to-date information about the local and international study abroad ecosystem.
· Plan and facilitate activities that build or manage relationships with students, universities partners and stakeholders.
· Participate in outreach engagements, program activities and events that attract and mobilize students for YONER’s study abroad programs.
Outreach and Communications
· Facilitate logistic planning and operations for YONER’s outreach and program activities for the international study programs.
· Support the Communications Associate to develop narrative for YONER’s branding and storytelling efforts on YONER’s education advancement initiatives.
· Work with the Director of Business Development to create branding strategies, tools and campaigns to communicate YONER’s impact and mobilize resources for the international study abroad programs.
Desired Skill Set
· Proficiency in professional suites including Microsoft Office, Google Workspace and other similar programs.
· Critical thinking, problem solving and independent judgement skills.
· Ability to identify problems, take initiative and develop solutions.
· Skilled in the fundamentals of web, software and app development and database management.
· Strategic planning and excellent organizing skills.
· Effective leadership skills
Job requirements:
· Associate or Bachelor’s Degree in Management, Human Resource Management or other related fields.
· Knowledgeable about employment laws pertinent to the Republic of Liberia and YONER Liberia.
· A demonstrated quality experience in a Human Resource or Administrative role.
Term of Reference (TOR)
Program Associate, Liberia Entrepreneurship Academy
Reports to: Director of Programs, YONER Liberia
YONER Liberia is recruiting a Program Associate to manage its Entrepreneurship Academy.
About YONER Liberia
YONER Liberia is a social enterprise and tech-education accelerator reimagining education and employability through social entrepreneurship, higher education management and tech innovation. Founded in 2008 to rehabilitate and reunite child soldiers of Liberia’s civil war who transitioned to being youth with their families and reintegrate them into their communities, YONER’s innovative programs have impacted over 100,000 youth, students, young women and disadvantaged young people across Montserrado, Margibi, Grand Bassa, Bong and Nimba Counties.
Over the past five years of rebranding, YONER’s program designs have specifically focused on facilitating young people’s self-reliance, independence and preparedness for quality education, job and business opportunities.
Reimagining Employability, an incubator program and Reimagining Education, an education advancement program are YONER’s two core programs focus on equipping young people with the skills to thrive in the workforce and create job opportunities and facilitate young people to acquire quality higher education abroad in over 10 countries, globally.
YONER Liberia is an independent and legally registered Youth and Local Community Development NGO with Business Registration No: 052300371 and Tax IDentification No: 500993829.
About the Role
The Program Associate for the Liberia Entrepreneurship Academy reports directly to the Director of Programs and is responsible for supporting the design, execution and management of the Liberia Entrepreneurship Academy.
Programs and Evaluation
· Support the design, execution and evaluation of new programs and business development for the Liberia Entrepreneurship Academy at YONER Liberia.
· Participate in research activities that contribute to program and business development activities for the Liberia Entrepreneurship Academy.
· Support the Director of Programs to recruit, on-board and facilitate students and beneficiaries of the academy.
· Support the MEAL Associate to monitor the academy’s progress against objectives and indicators and prepare performance reports.
Relationship Management and Fundraising
· Conduct research and keep an active database of funders and opportunities for the Liberia Entrepreneurship Academy.
· Plan and facilitate activities that build or manage relationships with donors and key stakeholders on behalf of the academy.
· Participate in outreach engagements, program activities and events that attract and mobilize resources for the academy.
Outreach and Communications
· Facilitate logistic planning and operations for the academy’s activities.
· Support the Communications Associate to develop narrative for the academy’s branding and storytelling efforts.
· Work with the Director of Business Development to create branding strategies, tools and campaigns to communicate the academy’s impact and mobilize resources.
Desired Skill Set
· Proficiency in professional suites including Microsoft Office, Google Workspace and other similar programs.
· Critical thinking, problem solving and independent judgement skills.
· Ability to identify problems, take initiative and develop solutions.
· Skilled in the fundamentals of web, software and app development and database management.
· Strategic planning and excellent organizing skills.
· Effective leadership skills
Job requirements:
· Associate or Bachelor’s Degree in Management, Human Resource Management or other related fields.
· Knowledgeable about employment laws pertinent to the Republic of Liberia and YONER Liberia.
· A demonstrated quality experience in a Human Resource or Administrative role.
Term of Reference (TOR)
Executive Assistant
Reports to: Chief Executive Officer, YONER Liberia
YONER Liberia is recruiting an Executive Assistant to provide strategic support to the CEO, Board of Advisors and Management team on the effective delivery of services.
About YONER Liberia
YONER Liberia is a social enterprise and tech-education accelerator reimagining education and employability through social entrepreneurship, higher education management and tech innovation. Founded in 2008 to rehabilitate and reunite child soldiers of Liberia’s civil war who transitioned to being youth with their families and reintegrate them into their communities, YONER’s innovative programs have impacted over 100,000 youth, students, young women and disadvantaged young people across Montserrado, Margibi, Grand Bassa, Bong and Nimba Counties.
Over the past five years of rebranding, YONER’s program designs have specifically focused on facilitating young people’s self-reliance, independence and preparedness for quality education, job and business opportunities.
Reimagining Employability, an incubator program and Reimagining Education, an education advancement program are YONER’s two core programs focus on equipping young people with the skills to thrive in the workforce and create job opportunities and facilitate young people to acquire quality higher education abroad in over 10 countries, globally.
YONER Liberia is an independent and legally registered Youth and Local Community Development NGO with Business Registration No: 052300371 and Tax Identification No: 500993829.
About the Role
The Executive Assistant reports directly to the CEO and will deliver holistic support to the CEO, Board of Advisors and the management team in performing duties and responsibilities in alignment with YONER’s overall strategic priorities and plan.
The Executive Assistant provides broad areas of administrative, operational and technical support to the CEO:
· Effectively plan and manage the calendar and schedule of the CEO. Leverage personal judgment and decision making to prioritize inquiries and requests and find solutions to conflicts.
· Serve as liaison between the CEO and the Board of Advisors to support coordination and execution of organizational functions. Prepare and send out correspondences, schedules, agenda and presentation materials, and record meeting minutes on behalf of the Board Secretary.
· Perform administrative tasks that facilitate the CEO’s ability to effectively lead the organization, including special projects.
· Serve as the primary point of contact for all internal and external engagements and communications with the CEO, including highly sensitive, confidential and critical matters.
· Collaborate with the Administrative Assistant to coordinate all management team meetings, retreats and events.
· Support the CEO with internal communications between staff members and demonstrate leadership to maintain credibility and trust.
· Support the CEO with up-to-date information on commitments, responsibilities and follow up appropriately.
· Support the CEO on all outreach, partnership and fundraising initiatives on behalf of YONER Liberia.
· Support the CEO’s office and the administrative team in creating and implementing office and organizational policies and procedures for efficiency in operations.
Desired skills and abilities
· This role is dynamic and demands the ability for anticipation of needs, critical thinking, and problem solving.
· Demonstrated professionalism and confidentiality.
· Strong ability to execute work functions and thrive in a diverse work environment.
· Strong organizational, time management and planning skills.
· Excellent judgment and decision making skills. 
Job requirements:
· Associate or Bachelor’s Degree in Management, Human Resource Management or other related fields.
· Knowledgeable about employment laws pertinent to the Republic of Liberia and YONER Liberia.
· A demonstrated quality experience in a Human Resource or Administrative role.
