HR
Project Manager
WWW.TEACHFORROMANIA.ORG

WHO ARE WE?
Teach for Romania is a non-governmental organization, that
envisions life opportunities through excellent education for
every child in Romania, regardless of his or her social and
economic background.
Our mission is to recruit, train and support professionals who take
ownership for transforming the society, through a leadership
development program in education. After the 2 year teaching
program, Teach For Romania supports its alumni, equipped with
the experience, conviction, and insights to be a force for change,
working across sectors to expand educational opportunity.
The staff of Teach for Romania is comprised of high potential
professionals, who work relentlessly to transform the society by
being an active part of a movement in education.
For more information, visit: www.teachforromania.org.

YOUR ROLE
The HR Project Manager is responsible for the
management and delivery of different activities in 3 areas:
HR processes, internal communication and events.
He / She will be responsible for creating and implementing
various projects to standardize and strengthen HR
practice across the organization, as well as managing
specific administrative and operational areas during the
events.
The post holder will work directly with the Head of Central
Services, and closely with all the Managers, to ensure the
smooth delivery of key HR processes.
He / She will liaise with local authorities and service
providers in relation to HR and events matters and will
assist with all HR operational needs to ensure the required
sizing and capabilities for a project/event.

Reports to: Head of Central Services
Role-type: Full-time, based in Bucharest

RESPONSIBILITIES
This is an exciting and diverse role involving some or all of the
following responsibilities:
 Perform HR processes such as recruitment & selection,
onboarding, performance management & evaluation, people
development & others
 Implement internal communication policies
 Update the organizational chart and job descriptions
 Manage logistical and administrative aspects of the internal
events
 Provide data analysis and reporting
 Revise and update HR programs and policies

 Oversee the operational support for the departments and
projects (events, support in using analysis tools & others)
 Depending on our activities and needs, your responsibilities may
be adapted and evolve according to the specific projects/events.

PROFILE
We are looking for someone with:

 Minimum of two years’ relevant work experience in human

resources, events coordination or internal communication
 People orientation and a diplomatic approach
 The ability to navigate complex situations, making sound
decisions;
 Ability to create documents and communicate ideas effectively
 Strong interpersonal skills and the ability to build and manage key
stakeholder relationships inside and outside the organization
 Fluency in English
 IT skills (Excel, Word, PowerPoint)
 Driver’s license: B category (would be a plus)
Who is:

 Self starter
 Strong team player
 Adaptable and able to work in a cross-functional team
 Results oriented;
 Oriented towards optimizing processes;
 Able to manage various projects simultaneously and deliver

qualitative results in time
 Highly organized with the ability to prioritize and manage tasks
 Tech savvy.

BENEFITS

A chance to do high-significance work in education (more
access to excellent education for all children);
The opportunity to build up your skills and develop yourself
personally and professionally;
Access to training and learning opportunities inside the
organization and from our learning partners;
An excellent working environment in a value-based
organizational culture;
Access to a global community of experienced and talented
specialists and first-hand innovative approaches and models
from the Teach for All network.

APPLICATION
DETAILS
The selection process will consist in:
 Screening, based on resume;
 Phone interview;
 Interview with the Head of Central Services;
 Interview with the CEO.

Please apply using the link here
We will review the applications on an as we go basis.

