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TITLE:  Hub Coordinator 

TEAM/PROGRAMME: Cairo 

Area/Operation  

LOCATION: Cairo  

GRADE: 5 CONTRACT LENGTH: 11 months with possible 

extension based on performance and budget availability. 

Contingent upon confirmation of funding 1 

CHILD SAFEGUARDING:  

Level 3:  the post holder will have contact with children and/or young people either frequently (e.g. 

once a week or more) or intensively (e.g. four days in one month or more or overnight) because they 

work country programs; or are visiting country programs; or because they are responsible for 

implementing the police checking/vetting process staff. 

 

ROLE PURPOSE:  

This project aims at providing protection and education services for UASC in Greater Cairo and 

preparing them for successful transition into adulthood. The project will directly support UASC in their 

protection needs establishing a tailored, timely and integrated case management system in addition to 

supporting local communities to strengthen the community-based protection mechanisms. Furthermore, 

this project aims to support UASC access to safe learning opportunities to equip them with language and 

other skills that mitigate their protection risks and support their well-being.  

 

Projects Scope: 

This position will be primarily responsible for managing the administrative and logistical tasks of SCI hub, 

including developing day to day operation procedures for the hub and support the technical staff by 

accomplishment of administrative task. This post requires high level of coordination with other projects. 

Also it requires regular communication with the project target beneficiaries. 

SCOPE OF ROLE:  

 

Reports to:  

Solid Line TBC 

Dotted line: Project Assistant  
Staff directly reporting to this post: 1 office helper including supervision of the guard. 

This position require regular coordination with the different officers and project team. 

KEY AREAS OF ACCOUNTABILITY:  

 

 Support SCI team based in the hub with all administrative and logistical tasks. 

 Responsible for the reception area at the hub and coordination of walk-ins system/ case 

assignment. 

 Ensure all hub schedules are updated.  

 Ensure that the hub is a safe space and welcoming space for all. Apply SCI safety and security 

procedures. 

 Ensure the presence of complaint mechanisms in the hub. 

 Ensure Hub database is up-to-date. 

 Responsible for coordinating between the different projects operating in the same hub and 

scheduling activities taking place at the hub during the working hours. 

 Responsible for rooms’ reservation. 

                                                 
1 Contingent upon confirmation of funding means that the recruitment process has been 
initiated and will proceed only if funds are confirmed. 
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 Responsible for the office management of the hub, ensuring main office and kitchen supplies are 

available. 

 Provide supervision over the role of screening clerk, office helper and security guard 

 Support administrative tasks related to community volunteers at the hub such as filling and 

submitting their timesheets. 

 Keep record of the hub assets.  

 Support the program in organizing trainings, workshops, open days and other events in the 

field, as deemed necessary. 

 Keep hub incidents’ report up-to-date. 

 Supporting the program teams as deemed necessary. 

 Ensures that beneficiaries’ data are kept confidentially and in line with data protection policies. 

General:   

 Demonstrate good example in relation to Save the Children policies and practice with respect 

to the safeguarding, code of conduct, health and safety, equal opportunities, and other relevant 

policies and procedures.   

 Comply with Save the Children policies and practice with respect to safeguarding policy, code 

of conduct, health, and safety, equal opportunities, and other relevant policies and procedures.   

BEHAVIOURS (Values in Practice) 

Accountability: 

 holds self accountable for making decisions, managing resources efficiently, achieving and role 

modelling Save the Children values 

 holds the team and partners accountable to deliver on their responsibilities - giving them the 

freedom to deliver in the best way they see fit, providing the necessary development to 

improve performance and applying appropriate consequences when results are not achieved. 

Ambition: 

 sets ambitious and challenging goals for themselves and their team, takes responsibility for their 

own personal development and encourages their team to do the same 

 widely shares their personal vision for Save the Children, engages and motivates others 

 future orientated, thinks strategically and on a global scale. 

Collaboration: 

 builds and maintains effective relationships, with their team, colleagues, Members and external 

partners and supporters 

 values diversity, sees it as a source of competitive strength 

 approachable, good listener, easy to talk to. 

Creativity: 

 develops and encourages new and innovative solutions 

 willing to take disciplined risks. 

Integrity: 

 honest, encourages openness and transparency; demonstrates highest levels of integrity 

 

QUALIFICATIONS    

 2-3 years of previous relevant experience working with children in general and refugees in 

particular. 

 Bachelor Degree in business administration, social studies, or other related studies is required.  
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EXPERIENCE AND SKILLS: 

Essential: 

 

 Good command of Arabic and English written and spoken skills.  

 Strong communication and teamwork skills. 

 Demonstrated ability to coordinate between several projects.  

 Demonstrated ability to work with highly vulnerable groups. 

 Awareness about the security context and political situation in Egypt for refugees. 

 Able to work effectively within a team and/or individually.  

 Well organised with strong time-management and problem solving skills. 

 Ability to apply Self-care techniques to avoid burn-out.  

 Share Save the Children’s vision and values. 

 Very good at using the internet, MS Office, Email, and spreadsheets. 

 

Desirable:  
 Previous working experience with NGOs and in refugees-related contexts.  

Additional job responsibilities 

The duties and responsibilities as set out above are not exhaustive and the role holder may be required 

to carry out additional duties within reasonableness of their level of skills and experience. 

Equal Opportunities  

The role holder is required to carry out the duties in accordance with the SCI Equal Opportunities and 

Diversity policies and procedures. 

Child Safeguarding: 

We need to keep children safe so our selection process, which includes rigorous background checks, 

reflects our commitment to the protection of children from abuse. 

 

Safeguarding our Staff: 

The post holder is required to carry out the duties in accordance with the SCI anti-harassment policy 

Health and Safety 

The role holder is required to carry out the duties in accordance with SCI Health and Safety policies 

and procedures. 
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