
The Hepatitis Fund 
(a.k.a. “EndHep2030”)  

 

Search Announcement 

Position: Operations Manager 

 

Posted: 14 January 2020   Location: Geneva, Switzerland  

Position: Operations, Administration Field: Health, International  

Website: www.endhep2030.org  

 

Deadline: Open till filled.  

Salary: Commensurate with experience 

Employment Level: 60% FTE with full benefits; partial telecommuting possible 

 

Key words: Office administration, web contents management, grants administration, 

accounting, contract management, global health, communication, public relations, 

public policy  

 

Introduction 

 

The Hepatitis Fund (THF, aka “EndHep2030”) is a tax-exempt, not-for-profit 

charitable foundation with business registration in Switzerland (CHE 309.456.081). 

 

The project was launched in November 2017 at the World Hepatitis Summit. 

EndHep2030 was conceived as an international collective funding platform through 

a tripartite partnership between the World Health Organization, US CDC and 

ZeShan Foundation. EndHep2030 aims to support the global campaign to eliminate 

viral hepatitis by 2030 as articulated by the World Health Organization Global 

Health Sector Strategy. With a limited life span (sun setting by 2035), EndHep2030 

aims to raise US$ 1 billion in catalytic funding to support the global campaign to 

eliminate viral hepatitis. For more information about us, please visit our website 

www.endhep2030.org. 

 

We invite qualified and highly motivated professionals to apply for the position of 

Operations Manager. Reporting to the Chief Executive Officer, the successful 

candidate will play an instrumental role in helping shape and set up THF’s 



organizational infrastructure. S/He will be tasked to set up a nimble administrative 

operation, manage THF’s day-to-day operations, and build up a strong online 

presence for EndHep2030.  

 

Summary of the position 

The Operations Manager (OM) is responsible for (1) providing executive assistant 

and administrative support to THF’s President and CEO, (2) managing the day-to-

day activities in THF’s Geneva office to ensure smooth and efficient operations, and 

(3) managing THF’s communication strategy through its website and social media.  

The OM will work closely with THF Board and its committees, and program staff to 

handle all contract administration, office maintenance, technology issues, office 

security, emergency management, and accounts payable. Also, the OM will provide 

logistical support for the Geneva office and other satellite operations including but 

not limited to; managing calendars, arranging on-site meeting logistics (i.e., 

catering), scheduling conference calls, coordinating space needs, coordinating staff 

travel, as well as other special projects and assignments, as assigned. The OM will 

maintain a high level of confidentiality and assist the President & CEO on personnel 

management. 

THF staff at all levels are expected to demonstrate a passionate commitment to 

equity and to THF’s mission and guiding principles. 

Qualifications and skills 

 

• Must be already eligible for employment in Switzerland and have the ability to 

travel internationally as needed. 

• Prior managerial experience with an international hepatitis-focused organization. 

• Minimally an earned bachelor’s degree from an accredited institution plus 10 

years of professional experience in related field(s); or an earned Master’s degree 

with at least 5 years of professional experience. 

• A degree in public health, non-profit management, international development, 

and/or business administration is highly desirable.  

• Work/academic experience in global/public health, infectious disease, disease 

elimination/eradication, and non-profit program management are highly 

desirable. 

• Demonstrated understanding of project management concepts. 

• Skillful in standard office software packages and online research. 



• Experienced in managing complex projects. 

• Self-motivated, detail oriented and able to take initiative 

• Personable, diplomatic and mature. 

• Able to maintain high level of discretion, confidentiality and sound judgment. 

• Able to work independently and comfortable with a virtual work environment 

• Strong ability to prioritize tasks and manage multiple administrative projects 

simultaneously with minimal supervision. 

• A keen understanding in international communication, global health, public 

policy, and non-profit operations. 

• Capable of multi-tasking and able to navigate an organization with multiple 

locations and members spread throughout the world. 

• Excellent French/English language skills.  

 

Physical Requirements/Working Conditions 

The incumbent performs job duties in a traditional business office environment with 

the flexibility to telecommute occasionally. Tasks are generally carried out with no 

specific or unusual physical or environmental demands. While performing the 

duties of this job the incumbent is regularly required to work at a desk with a 

computer for extended periods of time. Specific physical abilities required by this 

job include operating basic office equipment such as personal computers, copying 

machines, fax machines and standard office telephones. The incumbent may be 

required to attend meetings, both on-site and off-site, via phone or videoconference. 

Certain amount of international travel may be required. 

How to apply 

 

Please email your CV with a cover letter and 3 – 5 professional, non-academic 

references, samples of original writing (up to 20 pages in total) to 

wsli@endhep2030.org. Please write “Operations Manager” in the subject field.  

 

Deadline: Review and interview will be on a rolling basis till the position is filled.  

 

 

The Hepatitis Fund is an equal opportunity employer. 

 

mailto:wsli@endhep2030.org

