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Vacancy Announcement

The International Republican Institute (IRl), a non-profit, non-partisan organization dedicated to advancing democracy
worldwide, began working in Korea in 2005, implementing capacity development and civil society strengthening programs,
increasing accessibility to information in North Korea, and empowering North Korean defectors to become active citizens and
community leaders. Globally, IRl has performed high-impact work in more than 100 countries since 1983 —in Africa, Asia,
Eurasia, Europe, Latin America and the Caribbean, and the Middle East and North Africa—and currently has offices in 40
countries worldwide. For more information, please visit www.iri.org.

IRl is currently recruiting a Program Coordinator(PC) for its office in Seoul, Korea. The PC provides a full range of administrative
support to and is responsible for implementing elements of IRI’s programs. S/he also contributes to the capture,
documentation, analysis and reporting of program activity information and data in a results-based and timely manner, focusing
on the achievement of established program indicators and outcomes. S/he also closely monitors and analyzes political and
economic developments in Korea.

To foster a network of young democratic Korean leaders with the necessary skills and experience to promote North Korean
human rights, the Institute will provide skills training and experiential learning by forming the By Youth, For Youth (BYFY)
Council on North Korean Human Rights. The BYFY Council will collaborate with IRI to co-develop and co-implement a domestic
awareness raising campaign on North Korean human rights. Through the campaign, the South Korean public, particularly youth,
will become more acutely aware of North Korean human rights issues and policies, empowering them to engage in civic
discourse and action.

The PC reports to the Program Officer (PO) and SPA regularly coordinates with monitoring and evaluation, accounting, and
procurement counterparts in the Washington, D.C. headquarters office.

Responsibilities include:

e Assist with implementing, monitoring and evaluating U.S. government (USG)-funded programs and drafting workplan
and reports on IRl programs, liaising with IRI staff in Washington DC.

e Support USG-subgrant management including drafting program and budget documentation between donors and civil
society organizations.

e  Monitor, analyze and report on political developments in Korea and create ad-hoc evidence-based, analytic reports
upon request.

e Maintain records of program results, including drafting internal and external program reports and ensuring that
activities are fully described, and indicator disaggregation is correctly captured

e Manage reconciliation of program expenses, keeping thorough records of IRl expenditures

e Manage travel arrangements, event arrangements, and office space in accordance with IRl procurement rules and
regulations

e Update country-specific briefing books and other on-boarding materials

e Interpret/translate from English to Korean and vice versa in official meetings and through written correspondence

e  When requested, travel to IRI activities outside of Seoul

e Other duties as assigned

Position Requirements:
e  Undergraduate degree in political science, international relations, Korean studies, global development, or other
relevant field of study.
e 0-3 years of experience in relevant field.
e  Experience with an international non-profit organization preferred
e  Experience with Microsoft Excel, Word and PowerPoint required.
e Excellent writing, research and communication skills.
e  Fluency in English and Korean.

Interested applicants must send an English-language resume and a dual-language cover letter, with the position title in the
subject line to Korea@iri.org by July 24, 2021. Only short-listed candidates will be contacted.
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