
   
 
 
 

CALL FOR VACANCY 
 · WESTERN BALKANS FUND ·  

 
 
Vacancy issued: 14 July 2022 
Position title: Grant Coordinator 
Deadline for application: 10 August 2022 
Open for: Candidates from the Western Balkan Contracting Parties  
Duty Station: WBF Secretariat, Tirana, Albania. 
 

ABOUT WESTERN BALKANS FUND (WBF) 
 

Western Balkans Fund (WBF) is a regional inter-governmental organization established by the Western Balkans 
Contracting Parties. The goal of WBF is to promote cooperation and strengthen relations between contracting parties, 
promoting common values between citizens, civil society and institutions of the region, through strengthening 
cooperation and people to people contacts. WBF pursues its goal through direct support to regional projects and by 
bringing people together to share mutual experiences and knowledge.  
 
As a regional grant making platform, WBF has introduced new grant making mechanism in order to better address 
regional needs and further its strategic growth. With the Diversified Grant Portfolio (DGP), WBF provides an additional 
opportunity to regional actors to engage in regional cooperation initiatives, become voice of the region and further 
promote the region as a whole. Unlike WBF’s regular calls for proposals, DGP is intended to be available to potential 
grantees on a rolling basis and should enable more flexible funding that matches the currently underserved needs of 
civil society organizations in the region. 
 
As an inclusive structure, the team of the WBF Secretariat, operating in Tirana, Albania, consists of representatives 
from WBF contracting parties. This call for vacancy is dedicated to candidates from WBF contracting parties. 
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SUMMARY OF JOB DESCRIPTION 

 
The Western Balkans Fund is looking for a Grant Coordinator who will help develop, roll out and coordinate the 
Diversified Grant Portfolio (DGP). In addition, the Coordinator will also play a role in further developing other parts of 
WBF’s programming, including by leading or supporting the implementation of (non grant-making) initiatives and events 
conducted directly by WBF.  
 
The position requires both programmatic and operational, since DGP will contribute to further tailoring WBF’s grant 
making offer to the needs of stakeholders, while ensuring transparency and sound management of this new grant 
making instrument. With the support of the ED, WBF’s program team and (potentially) external experts, the DGP Grant 
Coordinator will lead on the further development of the DGP framework, and will coordinate the overall roll-out process, 
ensuring that all required inputs are in place (call documentation, internal processes of evaluation/assessment and 
grant management).  
 
The DGP Grant Coordinator will also ensure that DGP is aligned with WBF’s strategic priorities in terms of themes and 
in terms of what DGP grants enable grantees to do to contribute to improved regional collaboration. WBF expects the 
DGP Grant Coordinator to provide support in preparing and coordination of comprehensive DGP action plans, calls for 
proposals, application procedures/instruments, assessment processes and monitoring tool for the grants. Likewise, the 
Grant Coordinator will be required to review and interpret information that informs about the relevance of the DGP and 
how it responds to gaps for civil society actors pursuing regional collaboration projects; and work on DGP adaptation 
consistently to ensure that the instrument is well tailored to its intended beneficiaries.  

SUPERVISION 
 The DGP Grant Coordinator will be supervised by the Senior Programme Manager 
 Initially, the DGP Grant Coordinator will have no supervision role vis-à-vis other members of the team (in 

case WBF’s DGP portfolio grows substantially, there might be more staff dedicated to the team who will 
then be supervised by the DGP Grant Coordinator) 

 
 
TASKS AND RESPONSIBILITIES

DGP DEVELOPMENT, IMPLEMENTATION AND COORDINATION 
The below tasks are to be carried out under the leadership of the DGP Grant Coordinator, in concert with other 
WBF team members, including the WBF TEAM. 
- Oversight and coordination of the development of the full DGP package and related processes, including:  

 Updated concept note listing different opportunities for grantees within the DGP 
 Application package (project application form, budget form, etc.) 
 Assessment and evaluation forms 
 Guidelines for grantees (including visibility guidelines) 
 Updates to the online grant application system 
 Updates to WBF’s MEL system to capture data on key indicators of relevance 

to DGP 
 Updates to WBF’s grant contract  

- Management of any external experts recruited to support DGP development, as well as any external 
assessor hired to review DGP applications 

- Preparation and delivery of presentations, workshops and other outreach and external communications 
activities related to the promotion of DGP, including identification of public branding for DGP opportunities 
(DGP is an internal acronym) 
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- Coordination of the full DGP grant process, including publishing of the call, its dissemination, management, 
and selection of applications, contracting, implementation, monitoring and evaluation. This includes 
development of timelines, action plans and all other inputs needed for smooth coordination of WBF’s team 
around DGP implementation 

- Ensuring compliance with donor rules, and WBF’s own policies and guidelines 
- Ensuring the competitive, fair and transparent assessment and selection of DGP beneficiaries  
- General monitoring and documentation of DGP implementation, coordination of reporting to WBF’s back 

donors and its governance structure (preparing narrative and financial reports) 
- Management of resources (financial and other) committed to DGP, and reporting on their utilization 

 
DGP PROMOTION 

- Branding of DGP and development of external communications material and tools to enable effective 
promotion 

- Analysis and dissemination of the results of DGP through WBF’s communication channels or at the occasion 
of events organised either by the WBF or by third parties 

- Preparation of material and plans for regular promotion of DGP, both through WBF’s communication channels, 
and through external promotional opportunities. 

 
CONTRIBUTION TO WBF PROGRAM 
Apart from DGP, the DGP Grant Coordinator will be expected to support the Senior Program Manager and other WBF 
Program team members in development and implementation of different WBF’s programs: 
- Contributing to the implementation of and reporting on non-grant-making projects (e.g., WBF’s own conferences 

or projects it implements with strategic partners), including as lead on specific activities  
- Supporting the Programme Manager in charge for fundraising not related to grant-making and to the development 

of project proposals 
- Making suggestions to the Senior Program Manager regarding how to potentially use unrestricted funding for the 

further programmatic development of WBF. 
 
OTHER TASKS 
- Assisting with other tasks, as requested by the supervisor 

REQUIREMENTS AND SKILLS 
 Be a citizen of Western Balkan Fund Contracting Parties; 
 A university degree in business, social science, or related field of study; 
 Minimum five (5) years of experience with grant making with an NGO, public or private grant making 

organization;  
 Demonstrated experience or interest in regional cooperation  
 Excellent understanding of civil society organisations and ideally experience in supporting them  
 Demonstrated understanding of the political and social context of the Western Balkans and preferably some 

thematic experience in one of the following fields: education, cultural cooperation, sustainable development, 
reconciliation 

 Demonstrated track record with fundraising  
 Excellent understanding of and experience with project cycle management, from conception to delivery; 
 Hands-on experience with project management tools;  
 Excellent organizational skills and experience with horizontal coordination;  
 Familiarity with risk management and quality assurance control; 
 Knowledge of file management, transcription, and other administrative procedures; 
 Ability to work on tight deadlines;  
 Strong working knowledge of MS Office package;  
 Excellent knowledge of English (C2); 
 Exceptional verbal, written, and presentation skills; 
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 Ability to work effectively both independently and as part of a diverse team. 
 
APPLICATION PROCEDURE 
Candidates are invited to apply SOLELY in English in order for applications to be considered valid. 
Candidates must submit: 

 a detailed curriculum vita (CV) in pdf; 
 a letter of motivation (2 pages’ maximum) 
 Scanned copy of your national passport 
 Qualifications (diploma/certificate) considered relevant for the application 

Applications must be sent to the email recruitment@westernbalkansfund.org  
Closing date: Applications must be sent no later than 10 August 2022 (COB). 
All candidates will be notified on the progress of their application. 
*Only shortlisted candidates will be required to provide at least two written reference letters from previous employers. 
 
UPDATES ON THE APPLICATION PROCESS 

 An acknowledgement of receipt will be sent to all candidates by email to confirm the reception of their 
application.  

 All candidates will be informed in due time about the status of their application. These notifications will be sent 
via email only.  

 
APPOINTMENT AND CONDITIONS OF EMPLOYMENT 

 The successful applicant will be informed about rules, procedures and other contractual obligation upon the 
decision.  

 The place of employment is at WBF Secretariat premise in Tirana, Albania. 
 
*Equal Opportunities - The Western Balkans Fund applies a policy of equal opportunities and accept applications without discrimination on the 
ground of sex, race, colour, ethnic or social origin, genetic features, language, religion or belief, political or any other opinion, membership of a 
national minority, property, birth, disability, age or sexual orientation. 
 
 
 


