Job Description

	Division
	Business Unit
	FTE or Consultant

	Executive Office
	Corporate Engagement
	Consultant

	Working Hours 
	Job Name
	Job Level

	40 
	CTW Project Manager 
	Contingent

	[bookmark: _GoBack]Target Start Date
	End Date
	# of Consultants to be Hired

	Wednesday, January 7, 2015
	Friday, August 28, 2015
	· Bangalore (2)
· Beijing(1)
· Hong Kong (1)



	Summary

	The Goldman Sachs Office of Corporate Engagement coordinates the global philanthropic efforts of The Goldman Sachs Group, Inc. (Goldman Sachs), including strategic partnerships, charitable giving, and employee volunteerism.  Corporate Engagement is comprised of the GS Foundation, Goldman Sachs Gives, 10,000 Women, 10,000 Small Businesses, Community TeamWorks (CTW) and other philanthropic and service-oriented endeavors.

This contingent position, as a CTW Project Manager, will be from January through August 2015. 

CTW is a global volunteer initiative that enables our people to drive tangible progress in communities where we work and live.  At least one day a year, people from our offices work in partnership with local nonprofit organizations around the world, contributing their expertise and ideas to make a meaningful difference.  


	Principal Responsibilities

	· Oversight of a portfolio of over one hundred volunteer projects in Asia Pacific in order to ensure the success of CTW, the internal stakeholder experience, and the firm’s partnership with community organizations (includes: project planning, application review, acceptance and decline; upload of information onto internal website, main point of contact for nonprofits and internal stakeholders; grants processing; administration and reporting) 
· Represent OCE through delivering CTW related presentations to nonprofit partners and internal stakeholders
· Conduct CTW Team Captain Trainings on a bi-weekly basis
· Work closely with colleagues on various CTW tasks (logistical, analytical, administrative)
· Communicate with various internal departments to coordinate on-going logistical planning (events, marketing campaign, t-shirt fulfillment, drafting communications and training materials)
· Assist with end of season program evaluation, data collection and analysis 
· Multi-task projects and assignments with reporting responsibility to manager
· Plan, coordinate and oversee transportation arrangements CTW projects  


	Experience / Skills / Requirements

	· 2-5 years of experience in events management, operations, volunteer management or client services
· Team player, skilled at managing multiple projects and people
· Critical thinker with sound judgment and proven problem solving ability
· Strong written and verbal communication skills 
· Excellent interpersonal skills in person, on phone, by email and voicemail
· Ability to work early mornings, evenings and weekends as projects require
· Willingness to commit to time period between January 2015 to end of August 2015, plus work occasional weekends and regular early mornings
· Self-motivated with the ability to work independently as well as on a team
· Proficiency with PowerPoint, Excel and Word for presentations and data analysis
· Highest degree of integrity, professionalism, diplomacy and discretion required




