
 

 

Employment and Entrepreneurship Program Coordinator 

Position Description 

The Trust for Social Achievement Foundation (TSA) is recruiting a motivated individual to start work as a 

Program Coordinator for the Employment and Entrepreneurship (EE) Program.   

About TSA 

TSA is a non-profit organization dedicated to creating opportunities for economically disadvantaged 

groups and reducing achievement gaps in early childhood development, education, and employment, with 

a focus on Bulgaria’s Roma community. We believe that every person in Bulgaria has the potential to 

positively contribute to Bulgaria's future. TSA has identified key moments that are making a real difference 

in helping to break the cycle of poverty for disadvantaged communities. Our work starts with the family 

foundation (the home), and continues throughout a child's early development, education, entry to the 

labor market, and eventual transformation into a role model and inspiration for the next generation of 

youth. To achieve our long-term vision, the Trust looks for gaps and obstacles hindering the progress of 

disadvantaged communities. We then rigorously evaluate and demonstrate "what works" and seek to 

deliver lessons to key stakeholders to improve public policies and to gain larger scale. Over the past ten 

years, we have supported more than 400 projects and partnered with 100 nongovernmental organizations 

throughout Bulgaria to reach more than 350 000 beneficiaries from under-served communities. 

Responsibilities 

The Program Coordinator will be expected to: 

• Collaborate with the Employment and Entrepreneurship team to shape portfolio strategy with long-
term vision of portfolio priorities and TSA’s values, set intended outcomes and indicators for the 
program performance 

• Identify and compile contact information of significant employers in regions with potential for 
implementing the Employment program 

• Establish long-term relationships with businesses that would be open to partnering on topics of 
diversity and inclusion 

• Work with community leaders to develop activities that will more effectively move disadvantaged 
people into jobs 

• Communicate confidently, concisely, and proficiently with grantees, partners, donors, and institutions 
in both oral and written English and Bulgarian  

• Account for results by monitoring activities (including onsite visits), propose solutions to adjust 
strategies to achieve end goals, ensure evaluation instruments are implemented timely, summarize, 
and report on findings, and keep stakeholders informed of progress 

• Manage the daily work of a team of Employment coordinators with focus on placing people into jobs 



• Maintain databases with business partners as well as end beneficiaries and keep constant contact with 
them to ensure successful implementation and achievement of program goals 

• Keep all documentation linked to the EE program in order 

• Build relationships within and outside TSA, organize events for partners, seek opportunities to 
represent TSA in networks, alliances, and other venues 

• Become a subject matter expert by seeking out relevant learning opportunities, and proactively 
looking for ways to apply new content to program goals 

• Ensure timely and accurate reporting: proactively manage reporting cycle, gather team feedback, and 
resolve challenges 

• Ensure results and activities are communicated: draft presentations for board of directors, team 
trainings and events, donors, and contacts, and deliver presentations in front of small crowds, prepare 
website summaries and short success stories 

• Help fund-raise to pilot or scale up innovative solutions  

• Other needs as they arise in connection to the program, under the guidance and supervision of the 
Program Officer 

 
Qualifications and Experience 
 
The successful applicant’s qualifications and skills include: 

• Bachelor’s degree required 

• Excellent oral, written, interpersonal and communication skills in English and Bulgarian 

• At minimum three years professional experience in the non-profit or private sector 

• Close attention to follow-up and detail 

• Ability to administer several tasks simultaneously: proven skills at time-management and 
organization  

• An open and experimental mindset 

• Superior interpersonal skills and an ability to communicate clearly and persuasively  

• Resourcefulness and flexibility  

• Ability to work both independently and as a part of a team 

• High degree of general computer proficiency 

• Willingness to travel up to 30% of the time  

• Interest in improving the economic condition of the disadvantaged with focus on the Roma 

• Unquestionable ethics and personal integrity. 
 
 
Compensation and Benefits 

We are offering a competitive remuneration package that is commensurate with experience, including 

standard benefits and flexible policies, a significant investment in your professional growth, and an 

energetic and professional working environment. This is a full-time labor contract position.   

Interested applicants should submit a resume and cover letter by March 23, 2023 to inquiries@tsa-

bulgaria.org 
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