"4

SV TLO
SCHOOL

Job Description: Project leader for the Graduates group (Ukrainian below)

Location: Remote (Ukraine-based applicants preferred; salary in UAH)
Salary: Negotiable

Hours: Part-time (flexible) and later Full time

Application deadline: 9 Oct 2025

Interviews: October 2025

About Svitlo Education

Svitlo Education is a registered charity dedicated to advancing the education and training of young people in
Ukraine, Ukrainian refugees in Europe and around the world. Our unique online learning community, Svitlo
School, provides high-quality educational support from native English speakers, mentoring, coaching, and
extracurricular activities to help young people adapt and progress in their lives.

About the Role

We are looking for a Project Leader to take charge of theGraduates Group to oversee the NEW Svitlo
Graduates community (ages 18—25). This role combines administrative tasks with community engagement,
helping young adults access professional development opportunities and take part in Svitlo Education
program for the Graduates . The administrator will ensure smooth enrolment, accurate ID verification, and
active communication to support the graduates’ journey.

Key Responsibilities

e Manage graduate enrolment and oversee the assessment of the candidates’ English proficiency and

general course eligibility.

Provide administrative weekly support to this group.

Maintain accurate records of participants, attendance, and progress.

Facilitate communication with graduates via messaging platforms, email, and meetings.

Support the building of an active graduates’ community with professional and peer-learning

opportunities.

e Communicate with teachers, trainers, and the management team to ensure smooth running of
programmes.

e Prepare simple updates and reports on group engagement and outcomes.
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Person Specification

Essential:

Strong communication skills in Ukrainian and English (minimum B2).

Organisational skills and attention to detail.

Ability to work independently and proactively in a remote environment.

Confidence with Excel sheets, digital tools, Google Workspace, and messaging platforms.
Experience supporting or coordinating groups of young people.

Desirable:
e Knowledge of career development, employability skills, alumni management.
e Experience working in NGOs or youth projects.
e Familiarity with online learning environments.

Why Join Us?
e Opportunity to make a difference and a positive impact on the lives of young Ukrainians.
e Work with a passionate and supportive team committed to educational equity.
e Flexible, remote working arrangements.
e Professional development opportunities.

We welcome applications from individuals of all backgrounds, particularly those with lived experience
relevant to the role. Svitlo Education is committed to safeguarding and promoting the welfare of children
and young people and expects all staff and volunteers to share this commitment. An Enhanced DBS check
(Police Clearance Certificate) will be asked for this role.
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KepiBHUK NpoeKTy Ans rpynu BUMNYCKHUKIB (3aHATTA AnAa monoAai 18-25
POKiB)

Nokauia: JucTtaHuinHO (nepeBara HagaeTbCa kaHaugaTam, dki nepebysBaroTb B YKpaiHi; onnata B
rPUBHSAX)

3apob6iTHa nnara: [JorosipHa

Mpadchik poboTn: HenoBHa 3anNHATICTb (THY4YKMI rpadoik)

KiHueBun TepmiH nogavi 3asaBOK: 9 XXOBTHA 2025

CniBbGecign: xxoBTeHb 2025

Mpo Svitlo Education

Svitlo Education — Le 3apeecTpoBaHa GnaroginHa opraHisadisi, LWo 3aMaeTbCA NPOCYBaHHAM OCBITH
Ta HaB4YaHHSA MonoAi B YKpaiHi, ykpaiHCbkMx BixeHUiB y €Bponi Ta B yCbOMYy CBITi. Halla yHikansHa
OHITarH-CNifibHOTa HaB4yaHHA Svitlo School Hagae BUCOKOSKICHY OCBITHIO MIATPUMKY Big HOCITB
aHMMINCbKOT MOBM, HACTABHULITBO, KOYYMHI Ta No3aknacHi 3axoau, Wwob 4onoMOortv Monogum nigam
afjanTtyBaTUCA Ta PO3BUBATUCS B XKUTTI.

Mpo ponb

Mu wykaemo KepiBHUKa MPOEKTY AN rPynu BUNYCKHUKIB (18-25 POKIB), KU OYONUTbL HOBY
cninbHOTY Svitlo Graduates. Ll ponb noegHye agMiHiCTpaTUBHI 3aBOaHHA 3 PO3BUMTKOM KOM'IOHITI,
Aonomararoum Monogum SOPOCIMM OTPUMYBaTU MOXIMBOCTI ANst NpodecinHoro po3suTky Ta bpatm
y4acTb y nporpamax Svitlo Education gns BUNyCKHUKIB.

AgMmiHicTpaTop 3abesnedyyBaTMME KOPEKTHUIM Mpouec peecTpaudii, NepeBipKy AaHUX | akTUBHY
KOMYHiKaLUito 4Nna NigTPUMKM YYaCHUKIB Y IXHBOMY PO3BUTKY.

OCHOBHi 000B’AA3KU

e OpraHi3auisi 3apaxyBaHHSA BUNMYCKHUKIB Ta KOHTPOSb OLHKM PiBHS aHMMIMCBLKOI Ta 3aranbHoi

BiAMNOBIAHOCTI Nporpamam.

AOMiHicTpaTuBHa nNigTPUMKa rpynu Ha LLOTUMXXHEBIN OCHOBI.

BeneHHst TOMHMX 3anuciB NPO yYacHWKIB, BifBiAyBaHICTb Ta Nporpec.

KoMyHikauis 3 BUNyCKHUKaMK Yepes3 MeCeHIKepn, eNeKTPOHHY NOLUTY Ta 3yCTpiui.

CnNpUAHHA CTBOPEHHIO aKTUBHOI CMifTIbHOTY BUNMYCKHUKIB 3 MOXITMBOCTAMM 41151 NPOdECINHOI

Ta piBHONPaBHOIO HaB4YaHHSI.

e B3saemogiqa 3 Buknagadamu, TpeHepamu Ta ynpasniHCLKOK KOMaHOO0 A5 3abe3neyeHHs
edeKkTMBHOI poboTU Nporpam.
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Bumoru po kaHanpara
O60B’s13KOBI:

Bucokun piBeHb KOMYHiKaLiIHUX HABUYOK YKPaiHCbKOI Ta aHrMinCbLKOK MOBaMu (MiHiMyM B2).
OpraHi3oBaHicTb i yBara Jo geTanemn.

34aTHICTb NpautoBaTN CaMOCTIMHO Ta NPOAKTUBHO B AUCTaHLUinHOMY cbopmMari.

BnesHeHe BonoAiHHA Excel, uMdpoBMMK IHCTPYMEHTaMKn, Google Workspace Ta
MeCeHIKepamu.

e [locsig niaTpuMkm abo koopAauHaLii rpyn Mmonogi.

BaxaHi:

e 3HaHHSA y cdhepi po3BUTKY Kap’'epn, HABUYOK NpaueBnaLwTyBaHHs, po60TH 3 BUMYCKHUKAMWN.
e [locsigy HYO abo monogi>XHUX NpoeKTax.
e (O3HaMoOMMEHICTb 3 OHMANH-OCBITHIMKU CepeoBULLAMN.

Yomy BapTO NnpueaHaTmUcs Ao Hac?

MoxnumBicTb pobUTK peanbHUI BHECOK Y XXUTTA YKpaiHCbKOT MOMoa;.

Pob6oTa y BigaaHiv Ta nigTpMmMmytodin KoMaHgi, ska nparHe oCBiTHbOI CNpaBeaIMBOCTiI.
MHyu4kuin rpacpik Ta guctaHuinHMin dopmat poboTu.

MoxxnueocTi 4nsa NnpodecinHOro pO3BUTKY.

Mwu pago po3rnsiHeMO 3asBKM Big KaHAMAATIB 3 Pi3HUM OOCBIAOM, 0COBNMBO TUX, XTO Ma€ XUTTEBUN
A0CBIf, peneBaHTHUIW J0 uiel poni.

Svitlo Education JOTPUMYETLCA MPUHLMMIB 3aXUCTY AiTen Ta MOS0, i OYiKye Bif YCiX npauiBHUKIB i
BOJTOHTEPIB NOAINATY Ui uiHHOCTI. [na uiei nocagn ob60oB’S3KOBMM € NPOXOKEHHSA NEepPeEBIPKMA Ha
BiZICYTHICTb CyAMMOCTIi (4OBiZKa NPO HECYANMICTb).
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