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Climate change

Human settlements

Dear candidate,

Yours,

Dr Andrew Norton 
Director, IIED
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How to apply
To apply, please submit a completed application

form (from the jobs page 
of the IIED website) detailing how you meet the
requirements of the post.

Send to us via one of the following:

Email to hr@iied.org, quoting the position name
that you are applying for in the subject line

Send to the Human Resources department,
80-86 Gray’s Inn Road, London, WC1X 8NH

Fax to +44 (0)20 3514 9055

CVs without a completed application form will not 
be ae ccepted.

Deadline fe or ar pplications:
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Our mission is to build a fairer, more
sustainable world, using evidence,
action and influence in partnership 
with others.

Who we are

What we do

a polia cy and action research organisation. We promote sustainable development to 
e livelihoods and protect the environments on which these livelihoods are built. Wee 
se in linking local priorities to global challenges. IIED is based in London and works inlis
Asia, LA atin America, the Middle East and the Pacific, with some of the world’s most 
ble people. We work with them to strab engthen their voice in the decision-making
 that affect them — from village councils to international conventions. 

IIED is 
improv
special
Africa, 
vulnera

asarenas

About IIED
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Who we work with

a erships havertner been a defining feature of IIED’s culture, structure and ways of working
e thanr more 40 years. Today, our partners include individuals, communities and 
ations ganisa in more than 60 countries. These relationships are built on mutual learning, 
d shaust and red goals and objectives. Manb y of our partnerships are long-lasting, and 
e to devntinue elop over years or decades, ensuring that we remain true to the issues 

eally matter, even as they go in and out of fashionat rea .

oryOur founder and histor

I

IIED believes in collaboration, 
impact and fairness
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mate changeClim

mHuman settlements

Susstainable markkets

Natural resou

Our current  
five year strategy
IIED will build on our landmark work 
with partners on four interlinked 
research themes: esearc
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A

201 –1  highlights 
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IIED is a leading partner in Kenya’s AdaptationIIED is a leading partner in Kenya’s Adaptation
Consortium (rtium ( ADA) , which puts ate money in the climate mo

hands of county governments, so that localunty governments
communities can decide how funds should be 

allocated to strengthen their resilience to climate
change. After a successful pilot in Isiolo County,

I

For more stories from this year see our  
annual report at www.iied.org/annual-report
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Background to the 
Shaping Sustainable 
Markets Group 

The Shaping Sustainable Markets group works to make sure that local 
and global markets are fair and can help poor people and nature to thrive. 
Our research focuses on making markets inclusive, sustainable and 
prosperous, especially for poor people and others living on the margins.   

We do this through evidence-based research into what works and what 
doesn’t. We broker partnerships across sectors and interests – business, 
government, civil society – to identify appropriate solutions. We provoke 
debate and lead new thinking on the future of markets 
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The Shaping Sustainable Markets 
Group is made up of the following 
members of staff: 

Director  of Shaping Sustainable Markets  

Mick Blowfield  

Environmental economics 

Paul Steele, IIED Chief Economist (head of team) 

Essam Yassin Mohammed, Senior Researcher 

Ina Porras, Senior Researcher 

Small-scale and informal enterprise 

Alejandro Guarin, Senior Researcher  

Fitsum Weldegiorgis, Senior Researcher  

Energy and extractive industries   

Sarah Best, Senior Researcher 

Ben Garside, Senior Researcher 

Group co-ordination 

Frances Reynolds, Group Manager 

Geraldine Galving, Senior Coordinator 

Vacancy, Senior Coordinator   

Zaiza Khan, Assistant Coordinator 

The Green Economy Coalition  

Oliver Greenfield, Convenor, Green Economy Coalition 

Emily Benson, Senior Researcher, Green Economy Coalition  

Chris Hopkins, Project Officer, Green Economy Coalition   
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Job description 
Job title: Senior Coordinator 

Job details 

Context 

IIED is a policy and action research organisation. We promote sustainable development to improve livelihoods 
and protect the environments on which these livelihoods are built. We specialise in linking local priorities to 
global challenges. IIED is based in London and works in Africa, Asia, Latin America, the Middle East and the 
Pacific, with some of the world’s most vulnerable people. We work with them to strengthen their voice in the 
decision-making arenas that affect them — from village councils to international conventions. 

The Shaping Sustainable Markets Group works to ensure that markets – big and small – are fair and enable 
poor people and nature to thrive. Our research focuses on the mechanisms, structures and policies that bring 
about more inclusive and green economies. We are researchers, convenors and thought leaders. Our strength 
is in finding locally appropriate solutions to complex global and national problems.  

Main responsibilities 

1.Management and coordination (30%)

Ensure the sound management of complex projects and programmes of work under own responsibility and
oversee the consistent application of institute policies, rules and guidance for: compliance; donor reporting;
monitoring and evaluation; project management; risk identification, analysis and management.

Oversee the preparation and processing of donor, partner, subcontractor and consultancy’ contracts, delegating
tasks to others as necessary.

Monitor progress against donor contracts, keep track of and act on contract milestones, compliance issues and
reporting deadlines.

Liaise with donors and subcontractors in relation to contractual matters.

Draft financial and narrative documents for donor reporting and support team / project leaders and managers
with the preparation of technical reports.

Set up systems and processes for managing and monitoring projects, and coordinate evaluations to
recommend improvements for future projects.

Group Shaping Sustainable Markets Group 
Reports to Group Manager 
Responsible for N/A 
Purpose of job To provide project management, financial and 

administrative support to the Shaping Sustainable 
Markets Group 

Main contacts Internal: Members of the Shaping Sustainable Markets 
Group, IIED Coordinators, Finance, Communications 
and  Strategy and Learning Group staff 
External: Donors, partners, consultants, suppliers, other 
organisations, the general public 

Contract type Permanent 
Hours Full time 
Location Central London 
Grade and salary Grade 4 £35,397- £38,974 per annum (up to £43,977 

for exceptional candidates), plus benefits.  
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Coordinate internal meetings, including organising regular team and project meetings, taking minutes and
following up action points.

Oversee and contribute to the IIED Results Framework reporting and planning process for relevant
teams/projects.

Provide ad hoc support to Group Manager as necessary and provide cover for other coordinators within the
group as necessary.

Manage personal administrative tasks related to own work

2.Finance (30%)

Manage budget and finances for complex projects and work programmes.

Contribute analyses and information for overall financial planning at the group level.

Ensure projects and programmes of work operate within approved budgets.

Prepare documentation for audits and financial reporting for own project portfolio.

Manage the relationship with project funders, subcontractors and partners for all finance-related matters and
delegate tasks to others as appropriate.

Work with partners and subcontractors to develop capacity for financial reporting and donor compliance.

Proactively seek the advice of the Finance Group and the involvement of team/project leaders and managers
for these and other tasks as necessary

3.Business development and fundraising (20%)

Act as bid manager for funding proposals as required, coordinating the various elements of proposal development
and submission.

Draft budgets and collect and collate other necessary financial and institutional information to finalise project
proposals.

Assist with editing and finalising documents before submission to funders. 

Provide background information and general support to teams and managers to prepare fundraising strategies and 
plans, in liaison with business development colleagues.

Organise and carry out business development activities and events where appropriate.

4.Communications and event management (15%)

Support production and distribution of group’s knowledge and communication products, delegating tasks as
appropriate.

Ensure relevant project webpages and intranet pages are regularly updated and maintained, delegating as
appropriate.

Assist with the promotion of project outputs and impacts through the IIED and satellite websites, via social
media, at events, etc.

Oversee the maintenance and updating of relevant databases (contacts, publications, image library) and
information platforms.

Organise events and workshops, nationally or internationally, and contribute to their facilitation, running,
reporting and follow-up as necessary.

5.Contributions to institutional life (5%)

Participate in IIED-wide coordinators and core group (COG).

Participate in group and cross-organisational activities and processes as required.

Participate in organisation-wide projects, initiatives or working groups for the development, implementation
and improvement of systems and business operations.

Contribute to strategy reviews and development through group meetings and discussions.
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Act as the interface between own projects and teams and the rest of the institute.

Act as a coach or a mentor to colleagues.

This job description defines the level of responsibility and areas of involvement of the post, the details of the duties 
may change over time and do not form part of the contract between IIED and the postholder.

Skills and experience 

Essential Desirable 

Qualifications Relevant first degree or equivalent 
level of education 

Business, finance or project 
management qualification 

Knowledge Thorough knowledge and experience 
of Microsoft Office Suite (Word, 
Excel, Outlook, Powerpoint), with at 
least intermediate level Excel skills 

Familiarity with editorial and 
publishing processes  

An interest in and understanding of 
the issues involved in Sustainable 
Development 

Working knowledge of relevant 
international languages 

Experience Relevant work experience in 
coordination and strategic support 
roles 

Experience of working within the 
voluntary sector and particularly in 
non-governmental organisations. 

Experience of  managing a portfolio 
of complex budgets, of financial 
planning, reporting, monitoring and 
procurement  

Fundraising experience 

Experience of working in an 
international context. 

Experience of acting as the interface 
between project staff and finance 
and communications staff 

Experience of working on funding 
bids cycle 

Experience of organising meetings 
and events 

Experience of supporting busy 
individuals, frequently travelling or 
based at other locations 

Skills A proactive approach to problem-
solving (managing and structuring a 
range of responsibilities without close 
supervision) 

Editing, synthesis and proofreading 
skills  

Excellent personal organisational 
skills (working to deadlines and under 
pressure, prioritising workload, multi-
tasking, and the ability to be 



www.iied.org 1  

adaptable and flexible in a 
challenging environment) 

Excellent numeracy and analytical 
skills and attention to detail 

Excellent oral and written 
communication skills, with fluency in 
English to convey messages clearly 
and concisely  

Ability to liaise with different partners, 
donors, stakeholders and audiences 
at various levels and remotely 

Assertiveness and ability to negotiate 

Commitment to mentoring and team 
working 
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Behavioural competencies 

For more information, see IIED’s Competency Framework at 
http://pubs.iied.org/pdfs/G03635.pdf 

Competency Description Level required 

Delivering 
excellence 

A concern for delivering high quality work 
and improving performance. Consistently 
looks for ways to add value to colleagues, 
partners and 
stakeholders 

2 

Flexible thinking The ability to understand and appreciate 
issues from a wide range of perspectives 
and adapt one’s thinking and approach 
based on this understanding 

3/2 

Initiative Thinks ahead and takes decisive action to 
make the most of opportunities and avoid 
future issues 

3/2 

Integrity and 
commitment 

Demonstrates a commitment to the values 
of IIED and acts in the best interest of the 
organisation and its partners / 
stakeholders 

3/2 

Working 
collaboratively 

A desire to work cooperatively with others 
to maximise the effectiveness of IIED, build 
knowledge and understanding and 
minimise duplication of effort 

3/2 



Benefits overview
Benefits for staff include:

Interest-free se eason ticket lt oan

Cycle-to-work sk cheme ofe feringff  tax sx avings
on the cost of purchasing a bike for travel
to/from work

Tax-freeTT ce hildcare ve oucher sr cheme
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Enhanced maternity, paternity and adoption
policies for eligible employees after a
qualifying period

Enhanced sick pay entitlements

A range of flexible working options for all
employees after a qualifying period

Support to learning and development
through: in-depth induction; in-house annual
training programme; individual training
allowance; attractive study leave and
sabbatical policies after a qualifying period;
coaching and mentoring scheme

Support with relocation costs for staff
joining IIED from outside London or
Edinburgh.

We also have a range of activities and social 
events to promote health and wellbeing, and 
enjoy a healthy and cohesive work 
environment.

www.iied.org



IIED is a policy and action research 
organisation promoting sustainable 
development and linking local priorities  
to global challenges. We are based in 
London and work on five continents  
with some of the world’s most vulnerable 
people to strengthen their voice in the 
decision-making arenas that affect them.

www.facebook.com/theIIED

@iied

www.linkedin.com/company/iied

Download publications at 
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