
The Latin Patriarchate of Jerusalem is currently looking for qualified candidates for the 

current job post; Projects’ Manager, full time immediate duty, under the direct supervision 

of the Chief Executive Officer, to join the administrative team at the Projects’ Development 

Office at the headquarters offices in Jerusalem. This is an externally funded position for a 

period of one year that could be renewed based on availability of external funding. 

General Overview 

The Project Manager, located in the PDO/ HQ offices in Jerusalem while overseeing the 

multiple projects throughout the diocese of the Latin Patriarchate benefiting locations 

mainly at the Palestinian Territories, Gaza, Israel and Jordan. Responsible for the 

development, direction, coordination, implementation, execution, control and completion 

of the projects, while remaining aligned with strategy, commitments and goals of the Latin 

Patriarchate. 

The ideal candidate will report to the management team with strong written and verbal 

communication, organizational, and administrative skills. He/she must also be able to work 

independently on projects, from conception to completion, and must be able to work under 

pressure at times to handle a wide variety of activities and confidential matters with the 

upmost discretion.  

He or she will have to develop grant applications, initiate concepts, create ideas for 

proposals to fundraise according to the needs arising and within the mission and vision of 

the institution. The candidate will have to manage, organize and coordinate the different 

projects’ activities as per the requirements of the donors and will be working closely with 

the in-house team members to ensure that all project requirements, deadlines, and 

schedules are on track, data is generated and reported in a timely fashion, and that quality 

is maintained. 

Responsibilities include traveling to the different sites both local and abroad, meeting the 

stakeholders, assessing needs, formulating proposals, accordingly, submitting project 

deliverables, preparing status reports, and establishing effective project communication 

plans as well as the proper execution of said plans. 

To be a successful candidate, you will need to have proven strong experience in project 

management and the ability to lead project teams of various sizes while collaborating with 

the managing team at the engineering, financial and procurement departments.   

Responsibilities and tasks:  

 Develop and follow up grant applications and requirements 

 Perform relevant research to identify available grant opportunities  

 Plan and implement projects 

 Help define project scope, goals and deliverables 

 Define tasks and required resources 

 Maintain project objectives 



 Manage budget and resources to make sure schedule is on track  

 Create schedule and project timeline 

 Track deliverables, monitor and report on project progress 

 Lead quality assurance and proper reporting as per the requirements of the donor 

 Provide detailed reports to the administration and donors with respect to the 

project's progress 

 Conduct meetings with the team to make sure that all parties are on track with 

project requirements, deadlines, and schedules. 

 Conducting post project evaluation and identifying successful and unsuccessful 

project elements and assessment of results. 

Education & Experience 

 Bachelor’s degree in Business Administration or management is required 

 Project management qualification (PMP) or equivalent is a huge advantage  

 Theoretical and practical project management knowledge 

 3+ years of experience as a project manager  

 Prior experience of managing grant portfolio 

 Proven technical experience in projects management  

Competencies  

 Critical thinking and problem solving 

 Excellent decision-making and leadership capabilities 

 Budgeting and monitoring strong skills 

 Analytical and strong organizational skills, with excellent verbal and written 

reporting skills   

 Proficiency in related software tools including but not limited to 

ProjectManager.com, MS Excel, etc. 

 Adaptability and readiness to travel 

 Work under pressure and within limited time frame  

 Valid driving license  

All applications will be handed in strict confidentiality. A cover letter along with a 

curriculum vitae should be submitted in English no later than August 13th, 2020 only by 

email at: hr@lpj.org 

Only short-listed candidates will be contacted. 

mailto:hr@lpj.org

