Davis Center for Russian and Eurasian Studies, Harvard University


Job Announcement
Part-time Project Assistant for the Russian-Speaking Jewish Diaspora Project

The Davis Center for Russian and Eurasian Studies seeks a part-time project assistant to coordinate and organize the logistics and administration of the Russian-Speaking Jewish Diaspora Project. The primary activities of the project include seminars and public talks during the 2010-2011 academic year, an international conference to be held in fall 2011, and an edited volume. 
The project assistant will work on average 12-15 hours a week starting in February 2010. The nature of this project requires someone who can work a flexible schedule based on project needs and deadlines, and who can make a commitment to stay with the project through early 2012. 
Job Responsibilities
Under the direction of the project leaders, coordinate and implement details related to the Russian-Speaking Jewish Diaspora Project. 
· Develop and maintain systems for tracking and documenting project details.
· Coordinate communication between and among project stakeholders; organize email communications; ensure that follow-up items are addressed and completed. 
· Process incoming proposals from potential conference speakers; organize materials for selection committee; communicate decisions to applicants.

· Coordinate activities with external collaborators.

· Work collaboratively with Davis Center staff as needed on project logistics, in particular on event planning and communications for the 2011 conference.
· Write and/or edit materials for the project website and conference.
· Communicate logistics, policies and procedures to conference participants.

· Organize conference logistics including accommodations, room reservations, venue set-up, audio-visual needs, invitations, posters, programs, catering, registration and other materials. 

· Manage invitation and distribution lists, RSVPs, poster production and distribution, as well as advertising lists and database. 
· Work in partnership with facility and security personnel, media technicians, function coordinators, and others. 
· Monitor and keep track of project expenses in accordance with budget; prepare reimbursements and invoices for the financial office; work with finance associate to ensure compliance with all financial policies and procedures.

· Recruit, train, and supervise student assistants as needed.
· Must be available for additional hours during the three-five weeks prior to the 2011 conference, as well as during the conference itself.
Qualifications: Bachelor’s degree plus 3-5 years of related experience. Demonstrated organizational and project management skills; excellent interpersonal, communications, editing and writing skills, and proven attention to detail. Ability to manage multiple, time-pressured tasks simultaneously. Excellent computer skills, including: MS Word and Excel, Filemaker Pro; email and mail merge systems; Internet-based research; and basic accounting. Requires strong initiative and the ability to meet deadlines, work independently, function as part of a team, exercise judgment, and set priorities. Must be able to interact well with project leaders, partner organizations, participating scholars, staff and vendors. Russian language skills helpful, but not required.

