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PROGRAM MANAGER FOR LEARNING MINDS PORTFOLIOO

About the Jacobs Foundation

Headquartered in Zurich, Switzerland, the Jacobs
Foundation is one of the world’s leading foundations in
the field of child and youth development. Established by
entrepreneur Klaus J. Jacobs and his family in 1989, we
commit an average annual budget of CHF 55 million to
support research and programs in the fields of learning
and child and youth development.

For more than 30 years, we have devoted ourselves to
promoting child and youth development all over the
world. With the complex social changes taking place in
the world today, education is becoming increasingly
important for success in life. Through our activities, we
identify important issues and societal needs in education
and learning. Together with our partners we seek to find
innovative ways to promote learning and child
development, and to facilitate social change and lasting
impact.

Our projects span a range of activities, including
research on individual learning and education and
technology, facilitating the sharing of best practices,
collaborative efforts to eradicate child labour, research
fellowships, and a major international conference.

The Learning Minds portfolio combines rigorous
research, social innovation, and entrepreneurship on a
global scale to strengthen the global research and
evidence base and shape the future of learning and
development.



The Role

Zurich, Switzerland
1.0 FTE

: Permanent contract

Key Responsibilities

Proposal management, including processing and recording
of proposals as well as preparation of internal decision
documents

Administration of funded programs and projects in
cooperation with the portfolio team such as correspon-
dence; preparation of contracts; invoice and budget
controlling; management of funded projects as well as
updating project data in our PM system

Analysis of partner report data, compilation and
documentation of lessons learned

Coordinating the Young Scholars Program for the
biannual scientific Jacobs Foundation Conferences
Support selection process, alumni management and
organization of annual meetings for the Jacobs
Foundation Research Fellowship Program

Represent the Foundation and Learning Minds Portfolio in
internal and external meetings

Support the team with travel planning, organization of
meetings and events

Qualifications and Experience

Bachelor’'s degree in a humanity or a social science

Professional experience in Program Management preferably in the philanthropic
or research sector; practical experience in research funding and management is
an asset

Interest in child and youth development, education, and learning; work experience
in these areas is an advantage

Passionate about evidence generation and translation that can support solution
development, validation, or adaptation of practices to new settings

Experience in project management, incl. financial planning and controlling
Strong analytical, strategic, and project management skills

Confident use of Microsoft Office applications

Practical and efficient at getting things done under pressure and with attention
to detail

Excellent communication and relationship skills

Independent and result-oriented workstyle

Excellent command of written and spoken English and German, scientific
communication skills in English and German are an asset
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What the Jacobs Foundation offers

e A dynamic, international, and highly
supportive working environment with a
meaningful purpose

e Attractive employment conditions

e The opportunity to contribute to the
Foundation’s investment in the future of
young people by transforming learning and
education worldwide

e Working as part of a small, cohesive team in
a beautifully located historic building in our
Zurich office
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