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Job Description Part-Time Palestinian Co-Director / 
Director of Administration & Alumnae Programs
OVERALL ROLE AND BACKGROUND 
TW operates in a shared leadership structure which requires compromise, trust, and equal voice. This leadership style utilizes a roundtable approach toward discussion and decision making. Part of this role (Palestinian Co-Director) makes you one part in a team of two people. Together as a unit, you collectively make decisions regarding the overall strategic vision, direction, and charge of the organization in Israel-Palestine under the direction and supervision of the Executive Director. Additionally, you will serve a functional, more specialized role (Director of Administration & Alumnae Programs). The other Co-Director’s (Israeli) additional roles are: Director of Operations and Programs. These roles are aligned with this collaborative leadership approach, there are shared responsibilities within both your Co-Director and Director of Administration and Alumnae Programs roles AND responsibilities shared with your Co-Director. There will be a high level of support from the Executive Director throughout the flexible transition period of six or more months. The majority of this role’s time is dedicated to Alumnae Programs. 
PALESTINIAN CO-DIRECTOR RESPONSIBILITIES 
Responsible for organizational strategic plan alignment, accountability, and decision-making. Responsible for the overall functioning and longevity of the programs in Israel-Palestine. Management of all daily duties and tasks and oversight of the execution of all efforts specific to Alumnae programs within Israel-Palestine. Holds responsibilities and accountability to the Executive Director.

· Co-manage Israeli-Palestinian personnel who support administration, operations, and existing programs, including hiring and dismissal, day-to-day supervision, performance evaluation, and professional development. 

· Manages monitoring, evaluation and learning needs ensuring that program objectives are met with the support of US Director of Programs. 
· Develop, distribute, and oversee all policies and procedures for Israeli-Palestinian staff and activities

· Regularly briefs the Executive Director on significant events, situations, and opportunities in Israel-Palestine, and in cooperation with key staff, maintain and monitor all Good Management procedures. 
DIRECTOR OF ALUMNAE PROGRAMS RESPONSIBILITIES 
Working closely with your fellow co-director and reporting to the Executive Director, the Director of Administration and Alumnae Programs manages Tomorrow's Women ’s operations, administration, shared programming and equally executing the alumnae program. Serve as an effective spokesperson for the mission and values of TW to the community, board, funders, and donors. Maintain political neutrality in all situations related to work with and for Tomorrow's Women and accountable to the Executive Director and your fellow Co-Director. You will be responsible for supervising up to four people, including the current Palestinian Coordinator and others as needed. 

· Create, plan and execute effective alumnae programs including Certified Dialogue Facilitator program, Advanced Leadership Initiative, and Gaza Girls

· Expand and create an effective strategy for dynamic alumnae engagement
· Plan, supervise, delegate, and execute activities related to public relations, social media, quarterly newsletter, community outreach, partnerships with individuals/organizations, and fundraising
· Develop and manage the limited volunteer corps in Israel-Palestine, including recruitment, placement, and training
· As needed, participate in and/or monitor the activities of Tomorrow's Women, including weekend seminars with overnight stays, as required
· Host donors, board members, and other dignitaries visiting Israel/Palestine and introduce these guests to Tomorrow's Women programs, staff, campers, and Young Leaders as possible
JOB EXPECTATIONS This is a demanding position that requires time and energy beyond the description listed. You will be asked to contribute to and fulfill areas outside of your primary role. Additional expectations are: 
· 70% in office, 30% traveling (for program, administrative and supervisory efforts)
· Working five or more weekends, per year 
· Attendance at all in person staff meetings (~4x/year) and bi-weekly web-based all-staff meetings
COMPETENCIES 
TW hopes to recruit talent that reflects the culture, mission, and values of the organization. A major component of TW is a shared-leadership structure, which promotes shared responsibilities and a team approach. Below are the competencies each staff member will be expected to adhere to and will be reviewed on: 
· Team Work 
· Accountability 
· Initiative
· Relationship Building/Composure 
· Attitude 
MINIMUM REQUIREMENTS 
· Palestinian Woman living in Israel
· College graduate: Community development graduates with proven professional experience in the field of alumni engagement
· Previous experience in youth programming, cross-border/cross-cultural field, and feminist work
· Previous work experience in a leadership capacity (preference of 2+ years) 
· Experience working with a team, preference to collective/shared leadership structures 
· Open to staying at TW 4-6 years 
· Ability to write and speak persuasively in English and native language
DESIRED SKILLS 
· Project management skills
· Relationship building and management skills 
· Facilitation, speaking, and presentation experience 
· Charisma, energy, and passion 
· Resilience, persistence, and initiative 
· Entrepreneurial experience 
· Follow-through and personal accountability 
· Ability to think high-level, with strategy and vision 
· Experience working with and leading volunteers 
PERFORMANCE REVIEW Full performance reviews take place one time per year, administered by the Executive Director. Additional evaluations every few months for the first year of work. 
COMPENSATION AND BENEFITS - Part-Time
Salary is approximately $32,000/109,500 nis for this role. Global Overtime pay will be an additional benefit. Each part-time employee receives 8 personal days (paid time off), 6 sick days (paid sick leave for yourself or immediate family member) to be used in the current Fiscal Year. Additionally, you will have 5 national paid holidays to use at your discretion. Approved work-related reimbursements and personal car travel at 1.4nis/km.
TIMELINE AND PROCESS 
There may be two rounds of interviewing for this role, with preference to in-person if able. You will be notified via email or phone regarding invitation and scheduling for these interviews. Co-Director / Director of Administration and Alumnae Programs Application ACCEPTED between Sunday May 8th and Monday, June 30, 2022. Please email CV, Cover letter of interest and application (below) to tarrie@tomorrowswomen.org, with NAME and “CO-DIRECTOR” in the Subject Line. 
Tomorrow’s Women Application for Employment
Personal Information Name (first, middle, last) ______________ ___________________ _________________
Current Address __________________________________ City _______ State __ __ 
Zip _____ Phone _____________   Email Address ___________________________
Have you ever been convicted of a crime/felony? YES NO (If yes, please attach an explanation) 
Educational Experience 
Name _______________________________________________________________________
Location  ____________________________________________________________________
Degree/Diploma _____________________________________Date Completed ____________
High School __________________________ College _________________________________ 
Please list any activities you are involved in outside of work. 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employment History. Please list most recent first; may include significant volunteer work and indicate leadership positions. Feel free to include additional boxed if needed. 
1 Company Name and Location: __________________________________________________ 
Position Title: _________________________________________________________________
Dates Worked and Hours Per Week: ______________________________________________
Reason for Leaving: ___________________________________________________________
2 Company Name and Location: __________________________________________________ 
Position Title: _________________________________________________________________
Dates Worked and Hours Per Week: ______________________________________________
Reason for Leaving: ___________________________________________________________
3 Company Name and Location: __________________________________________________ 
Position Title: _________________________________________________________________
Dates Worked and Hours Per Week: ______________________________________________
Reason for Leaving: ___________________________________________________________
Languages spoken fluently? _____________________________________________________
Do you have any certifications? ___________________________________________________ 
Leadership and Personal Experiences Please answer each question in 100 words or less. 
Type below, or use a separate page and attach it. 
1. Name a public figure that you believe has a desirable leadership style. Why? 
2. What has been your biggest accomplishment? Why? 
3. How do you incorporate TW’s mission statement and vision into your daily life? 
4. Why are you a good fit for this position? 
5. Why would you like to work with TW? 
Additional Attachments At minimum, please attach your Resume. Feel free to attach items relevant to your application (cover letter, examples of work, etc). 
References Please list the contact information of three individuals of the following criteria. We will contact them directly via email or phone, to complete your reference. 
1. Former Supervisor/Leader with knowledge of your work style and abilities 
Name________________________________Organization/Title_________________________Current Address ____________________________ City _______ State __ __ Zip __________ Phone ________________________ Email Address __________________________________ 
2. Peer (or younger) with knowledge of and experience with your leadership style and abilities Name ___________________________Organization/Title______________________________
Current Address __________________________________ City _______ State __ __ Zip ___ Phone _________________ Email Address _________________________________________
3. Anyone able to speak to your personality, attitude, and abilities 
Name_______________________________Organization/Title__________________________Current Address ____________________________ City _______ State __ __ Zip _____
Phone _________________  Email Address ________________________________________ 
*If you cannot meet these reference requirements, please explain: All of the information contained in this application is true and correct to the best of my knowledge. I understand that submitting false or misleading statements on this application or at any other point in the selection process may lead to rejection of my application or termination from placement in TW. In the event of my employment with TW, I will comply with all the rules, regulations, and policies set forth by TW or other communications distributed by TW. I hereby acknowledge that I have read and understand the preceding statement. (Typing your name signifies an electronic signature.) 
___________________________________                         ____________________
                      Signature                                                                            Date
