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DATE
Entrepreneurs’ Organisation
Regional Coordinator Job Description

The Entrepreneurs’ Organisation (EO) is a member’s organisation and a global network that enriches members’ lives through direct peer-to-peer learning, connections to experts and once-in-a-lifetime experiences. EO supports entrepreneurs to learn from each other, leading to greater business success and an enriched personal life. For more information visit www.eonetwork.org.
The Entrepreneurs’ Organisation now seeks to recruit a full-time, dynamic business professional to join our team in Ireland as Regional Coordinator to build on the strong progress made to date and to support the organisation in the successful delivery of the next phase of the ambitious strategic plan.

Person specification
The role of Regional Coordinator is an exciting challenge. It will attract a resourceful, dynamic, self-starter, who is interested in supporting an exciting new model of entrepreneurial activity, leadership development and association membership. It requires high levels of communications skills (objective listening, interpersonal skills), client focus, teamwork, and goal achievement.
Essential Duties and Responsibilities (or Role Objectives)
· Work with and support the Chapter Administrators of all regional offices (chapters) in Asia
· Provide support to Staff Director and Regional Chapter Manager

· EO annual programme support (including co-ordination of annual meetings, support at International conferences, new chapter launches, renewals, global initiatives etc.)
· Identify strategies to promote membership growth and retention

· Support on EO Brand activities to regional offices
· Other duties as required
Job Requirements

· 1-3 years business experience, ideally in a commercial environment
· University Degree 
· Self starter and willing to work on own initiative 

· Computer literate (particularly in MS Office and Adobe)
· Customer Focus

· Able to manage multiple assignments, meet deadlines, and work well in a team environment 
· Ability to travel occasionally as role requires
· Additional Languages (Preferred)

Core Competencies 

· Customer Focus: A commitment to member satisfaction and to deliver high-level service

· Self management: The ability to prioritise and complete tasks in order to deliver desired outcomes within allotted time frames with minimal supervision

· Interpersonal skills: The ability to interact with others in a positive manner

· Objective Listening: The ability to listen to many points of view without bias

· Teamwork: The ability to cooperate with others to meet objectives

· Goal Achievement: The overall ability to set, pursue and attain long-term goals, regardless of obstacles or circumstances

The Conditions
A competitive salary is on offer to attract a strong candidate into this role.  The position will be based at home and will require a level of International travel. The Regional Coordinator will report to the ASAP Director.
Recruitment Process
To Apply:  Send cover letter with salary history, and curriculum vitae to recruitment@eonetwork.org. Please place “Regional Coordinator Position” in the subject line

EO is a registered non-profit and is an equal opportunity employer.
