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Coordinator of Operations 
 

 

Posted: March 1st,  2021    Location: Geneva, Switzerland  

Position: Operations    Field: Foundation  

Employment level: 60 – 80% FTE   Starting date: Open  

Salary: Commensurate with experience  Website: EndHep2030.org  

        

 

Category: Office administration, operations and facility, personnel, bookkeeping.  

 

Introduction 
 

The Hepatitis Fund (aka “EndHep2030”) is a tax-exempt charitable foundation 

headquartered in Geneva, Switzerland. The Fund is the only grantmaking 

foundation dedicated exclusively to the elimination of viral hepatitis as a public 

health threat. 

 

Launched in November 2017 at the World Hepatitis Summit as the result of 

collaboration by World Health Organization, US CDC, and ZeShan Foundation, the 

EndHep2030 project was conceived as an international collective funding platform 

for the global campaign to eliminate viral hepatitis as articulated in the World 

Health Organization Global Health Sector Strategy. Still in an early phase of 

operations, The Hepatitis Fund is governed by an international Board of Directors. 

The EndHep2030 programme is implemented and managed by a Geneva-based 

professional team in a horizontal organizational structure.  

 

The Opportunity 

 
The Hepatitis Fund is in search of a dynamic, energetic, and hands-on professional 

to  coordinate its offices in Geneva Switzerland. We invite qualified and highly 

motivated individuals to apply for the position of Coordinator of Operations. 

Reporting to the Executive Director, the successful candidate should be a generalist 

and will be an integral part of the organization’s management team. The ideal 

candidate should already be equipped with the necessary skills and background 

knowledge that are required to perform the duties and responsibilities. 
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Summary of the Position 
 

The Coordinator of Operations (CO) is an exciting opportunity to join a mission-

driven foundation dedicated to the elimination of viral hepatitis, a global pandemic 

that kills over 1.4 million people each year.  

 

The CO coordinates the day-to-day operations of the foundation’s Geneva 

headquarters office, which currently has six staff members. The CO is often the first 

point of contact with contractors, consultants, and vendors. The CO makes sure that 

the office runs efficiently and that staffers have what they need to be effective and 

successful in a safe work environment. The CO is also the person the staffers count 

on for operational support and guidance. The incumbent functions occasionally as 

Executive Assistant to the Executive Director. 

  

The incumbent should possess a strong business acumen and is capable of multi-

tasking, contributing to the Fund’s work as a vital partner for the international 

hepatitis community. The successful candidate should be exceptionally 

knowledgeable and well informed of office and personnel administration (payroll, 

benefits, attendance, etc.),  Swiss labour practice and regulations, and have a 

successful track record in office management and operations. 

 

Duties and Responsibilities 

The job portfolio for the Coordinator of Operations includes, but is not limited to: 

1. Office administration 

• Ensure compliance of organizational procedures and policies  

• Prepare periodic operational reports for senior management 

• Work on improving office operations and procedures as needed 

• Manage online accounts and IT contracts 

• Maintain office supplies and inventories 

• Provide logistic support for events and meetings 

2. Bookkeeping and bill pay 

• Maintain the inhouse bookkeeping ledger book 

• Process bills and prepare bank payments 

• Process reimbursement requests and prepare bank payments 

• Reconcile inhouse ledger book and monthly bank statements 

• Prepare monthly expenditure report and budget reconciliation 



3 
The Hepatitis Fund – Coordinator of Operations 

 

3. Personnel and payroll 

• Maintain personnel records 

• Keep record of staff attendance, time off, and anniversaries 

• Prepare monthly payroll documents for the accountant 

• Ensure timely payments for statutory policies and other insurance plans 

• Participate in staff recruitment and conduct due diligence when requested to 

• Lead staff onboard training on operations and policies 

4. Executive support  

• Provide support to the Executive Director as needed 

• Prepare management and operational reports 

• Provide supportive service to Board Directors when needed  

5. Compliance and contracts 

• Ensure The Hepatitis Fund is in full compliance with statutory requirements 

• Keep track of expiry and renewal dates and prepare paperwork for renewals  

• Identify candidates for consulting projects 

• Draft consultancy agreements and monitor contracted services 

Qualifications and skills 

• At least three years of experience as an office clerk, administrative assistant, 

secretary, or similar role 

• At least two years of experience managing office administration or operations 

• Experience with international organizations a plus 

• Good understanding of Swiss labour regulations and employment practices 

• Bookkeeping skills and experience with online banking 

• Willingness to be flexible and a self-starter 

• Excellent time management skills and ability to prioritize work 

• Well-organized, detail oriented and multi-tasking 

• Ethical, reliable, discrete, and mature 

• Strong interpersonal skills to interact positively with staff 

• Good written and verbal communication skills to produce reports, accept 

instructions, and handle vendor contracts 

• Comfortable with basic office equipment (e.g. copiers, fax machines, printers) 

• Skillful in Microsoft Office Suite and cloud-based data management 

• Excellent language skills in French (native) and near-native proficiency in 

English. 

• Earned bachelor’s degree from an accredited tertiary institution. 
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Physical Requirements/Working Conditions 
 

The incumbent may perform job duties in a traditional business office environment 

with the flexibility of occasional telecommuting. 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 will be 

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

The nature of the position normally requires the CO to be on site during work hours 

but currently the staff mostly work remotely due to the COVID-19 pandemic.  

 

Compensation and Benefits 
 

The salary range for the position is up to CHF 100,000 per annum pro-rated for 60 - 

80% FTE. The foundation offers a comprehensive package of statutory and optional 

benefits including generous annual leave and time off. 

 

How to Apply 
 

Please email your CV with a cover letter and at least 2 professional references 

(please do not include academic references) to wsli@endhep2030.org. Please indicate 

your earliest availability for start and your salary expectations. All correspondence 

should be in English. Please write “Coordinator of Operations” in the subject field. 

Only highly promising applicants will be contacted for follow-up. All interviews 

will be conducted via video conferencing. No phone inquiries/in-person office visits 

please. 

 

Deadline: Interviews will be on a rolling basis till the position is filled.  

 

The Hepatitis Fund is an equal opportunity employer. 
 

 


