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General Assembly Comprised of all members, and the highest decision making body

Appoint/dismiss the board members

Approve the annual activity plan & budget

External Auditor Create an audit report for SOS Addis (at the end of fiscal year)

Board Appoint/dismiss the executive director, legal adviser, and intemal auditor

According to predetermined procedure, authorize the executive director on certain activities (e.g
expensive purchase)

Accountable to the general assembly

Executive Director Working leader of the organization, ensuring the organization’s activities are in line with its vision &
mission

Appoint/dismiss the office staff, environmental adviser, and volunteer members

Create and mamntain a good working relationship with the government and possible sponsors/donors.

Project Committee Comprised of beneficiaries (women’s group), Executive Director, Project Manager and Project
Officers
Propose new project ideas, prepare project plan, create project monitoring and evaluation guidelines
Project Officer Create an annual activity/fmancial plan

Communicate with the Executive Director to prioritize different activities
Oversee the project progress to ensure that tasks are performed correctly (e.g. planning, prompt

reporting and evaluation).
Supervise and coach the coordinator,
Legal Adviser (Volunteer) Give legal advice to SOS Addis on a need basis
Secretary & Cashier Manage & record incoming/outgoing cash, and manage the documents generated at the office
Cleaner/Messenger Keep the office space clean, prepare coffee and tea, and perform other simple tasks in the office
Accountable to Secretary & Cashier
Accountant (Part time) Create financial reports based on records generated by Secretary & Cashier
Environmental Adviser (Volunteer) - [Provide scientific expert advice on hazards and recycling of plastic waste
Project Coordinator Work under the supervision of the project officer to:
Create a project plan (both financial and schedule)
[mplement the project

Monitor and evaluate the project
Prepare project proposals and project reports to donors/government
Support the Officer in creating the annual activity/financial plan
Beneficiaries Represented in Project committee
Participate in project planning
Participate in project monitoring and Evaluation
Participate in project preparation committee meetings
Participate in project activities to help clean the environment and become self reliant




