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JOB DESCRIPTION 

PROGRAMMES ASSISTANT 

 
Reports to: Director 

Location: Sense International Romania, Bucharest 

Working hours: 40 hours/week, Monday to Friday, between 9 – 9.30 a.m. and 5 – 5.30 p.m. 

Contract type: Full time, permanent contract 

Work 
environment: 

Office / Field work when necessary 

Annual leave: 24 working days/year 

Net salary: 1.800 - 2.000 lei (depending on experience) 

 
General description: 

 

The Programmes Assistant supports the smooth running of the programmes and the overall activity 

of the organization. He/she provides support and has primary accounting responsibilities, general 

office administration and is actively involved in organizational programmes. 
 

GENERAL RESPONSABILITIES 

Respects and promotes the rights of people with deafblindness – children, adults, families, as well 

as the development strategies of Sense International Romania and its partners. 

 
ADMINISTRATIVE 

 

 Records the financial transactions in the cash register in lei (cash inflows /outflows), fills in 

the cash register, the payment orders, verifies, records and archives all the supporting 

documents. 

 Complies with the internal financial procedures established according to the Romanian 

legislation in force. 

 Participates in the procurement procedures. 

 Provides the necessary logistic support for organising various events (training courses, 

meetings, workshops, conferences etc.). 

 Complies with the health and safety policies provided by the legislation in force. 

 Respects the GDPR and confidentiality policies, as provided by law, as well as all internal 

policies of the organization. 

 
PROGRAMMS 

 Is involved in writing the projects related documents: minutes, reports, emails and 

translations; 

 Collaborates with the team in planning and implementing the organization activities ; 

 Updates the work plan and monitors, together with the project team, the status of the 

activities; 

 Centralizes and maintains a strict record of project documents. 

 Is involved in developing progress reports for the organization projects; 

 Is involved in the implementation of the communication plan, both online and offline, 

around the organisation activities (presentation materials, website, social media, annual 

report, etc.). 

 Is involved in the implementation of the fundraising strategy for projects run by the 

foundation (e-mail and postage, donors database, companies, individuals, contracts, 

dedicated campaigns and fundraising events etc.) 

 Identifies new funding opportunities together with the team. 

PERSONAL SPECIFICATIONS 
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Essential Desirable 

Education and training 

University degree in communication and public 

relations, social or other relevant field 

 

Experience 

Minimum 1 year of volunteering 

 

Minimum 1 year experience in an NGO or 

in a similar position 
 

Skills 

Oral and written communication skills to deliver 

messages in an accessible and coherent way 

Deep understanding of the disability area  

Ability to effectively manage time and prioritize 

activities 

 

The ability to relate harmoniously with other people  

Knowledge around donations and sponsorships   Knowledge in legislation regarding 

donation and sponsorship contracts, and 

also desire to be informed  

Good computer skills, internet, databases  

Fluency in Romanian language and very good 

knowledge of English 

Fluency in English 

Good oral and written communication skills Excellent oral and written communication 

skills 

Personality 

Maturity, enthusiasm, ability to inspire trust  

Intelligent, able to understand and communicate 

information about the organisation, high persuasive 

skills 

 

 

Good organisational and interpersonal skills Excellent organisational and interpersonal 

skills  

Willingness to change the attitude for support 

vulnerable groups, a positive CAN DO attitude 

 

Sensitivity and understanding of the difficulties for 

people with deafblindness  

Willingness for personal development. 

High capacity to follow the rules about 

confidentiality, GDPR and other organisational policy  

 

Proven civic and moral attitude   

 

Benefits: 

 Local transport (STB and metro) 

 Mobile phone subscription. 
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