Job announcement:     Executive Secretary

November 2008
Description and Purpose: IUCN, with financial support from the German government, is looking for a strong individual who combines high political awareness and outstanding reputation, excellent project management skills, and a background in marine science and/or conservation to lead an innovative global project as Executive Secretary.  

The project is to coordinate and facilitate scientific work to identify on global scale ecologically and biologically significant and important areas in the open ocean and seabed beyond national jurisdiction based on scientific criteria adopted by the Convention on Biological Diversity in May 2008. The person shall lead a secretariat that will support a transparent and collaborative process through the establishment of an Advisory Board consisting of representatives of States and intergovernmental organizations and a Science Board of multi-disciplinary experts from States, intergovernmental organizations, regional organizations, scientific institutions and individual experts.  The Secretariat will work with a scientific team to facilitate, initiate and oversee the collection, analysis, storing and mapping of key scientific information at the global and regional levels, building on existing data bases and complementary initiatives such as the Census of Marine Life.

Eligibility: The work requires the highest degree of independent and responsible work as well as team leading competence, for which an higher university degree and long-standing experience in scientific project leadership are required. Excellent written and spoken English is required. 
The person who is going to conduct this responsible job will work under the direct supervision of Carl Gustaf Lundin at IUCN headquarters in Gland (Switzerland) but will also report to the German Agency for Nature Conservation (BfN) on Isle of Vilm, Germany.

Responsibilities: The Executive Secretary will be responsible for the performance and success of the whole project and its components. This includes in particular: team building and leading; managing relations with the Advisory Board and Science Board;  planning meetings of the Boards; representing the project in key policy and scientific meetings; leading fundraising activities, ensuring the project work plan is adhered to, proper management of finances, general outreach to other secretariats and coordination with them, facilitating and coordinating data acquisition, collection and processing; coordinating selection and recruitment of experts for the Advisory and Science Boards and relevant workshops, keeping the contact to BfN; responsibility for all reports in co-operation with the team; and external outreach, e.g. through brochures and websites. 

Appointment and Salary: The appointment is from 1st January 2009 until end of December 2010. Individuals should be prepared to start in early January 2009. Payment will be according to the IUCN fee scale ranging from 60,000-84,000 Euros/year for full time work, based on the applicant’s skills and experience.
Please send applications (with relevant documents) ASAP to IUCN (Switzerland), Human Resources Officer, IUCN, before 31 December 2008. For further information about IUCN’s Global Marine Programme see: http://iucn.org/themes/marine/
E-mail: jobapplications@iucn.org

Copy to: Henning von Nordheim, Scientific Director, BfN-Vilm, Email: henning.von.nordheim@bfn-vilm.de
