
Terms of Reference

Position: GEN Programme Coordinator (3 days/week)

Location:
Working remotely from home and/or a personal office and travelling occasionally for GEN
events and meetings. Ideally to be based in the UK or Europe, or if you are applying from a
timezone that is vastly different from the UK, you will need to be flexible to overlap with the
rest of the team’s working hours (UK/CET timezone).

Organisation overview:
Global Diversity Foundation believes that our future depends on our respectful engagement
with the vast biological and cultural diversity of Earth. We work to protect this diversity and
enhance socio-ecological wellbeing. We carry out collaborative biocultural projects that build
resilience, foster innovation and promote learning. Our work contributes to the growing
global transition towards justice, respect and dignity for all beings.
At the grassroots, through our regional programmes, we support communities as they
improve their livelihoods while respecting environmental processes and make autonomous,
informed decisions regarding their lands, resources and futures. At the global scale, we
strengthen the knowledge, networking and communication skills of emerging environmental
changemakers through the Global Environments Network (GEN).
GEN supports a network of people dedicated to social and ecological justice, healing and
planetary wellbeing. There are  590 members in the Network, including outstanding
academics, professionals, artists and activists, who together represent an extraordinary
diversity of backgrounds and experiences.
We are looking for someone deeply passionate about social and ecological justice, and to be
part of building our Network and ensure its thriving. This person will need to be
self-motivated to work autonomously within a horizontal organisational structure and will
need to have a sense of adventure, as well as being adaptable to operating within an
ever-evolving organisation.
At GEN, we have a strong focus on well-being and personal resilience, based on a belief that
when we are resourced and well, we have the capacity to better serve the earth and
one-another. We encourage meditation, self-care and offering collective support to be part of
GEN’s overall way of working. We have EQ check-ins at the start of every call, and we employ
Shirzad Chamine’s Positive Intelligence framework into our team dynamic. When feasible, we
encourage people to take conference calls standing or going on a walk in the natural world,
ensuring everyone takes a proper lunch break and discouraging out-of-hours
communications. GDF has developed progressive HR policies to formally secure staff
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wellbeing including a period policy, significant annual leave and a flexible working
environment for parents and carers.
As we continue to develop our wellbeing policy, we welcome any insights and ideas to ensure
GEN really supports its team.

Team coordination:
Line Managers: As the GEN Programme Coordinator, you will be line-managed by Nessie
Reid (GEN Director) and will receive further support and guidance from Emily Caruso
(GDF’s Director), Marina Aman Sham (GEN’s Communications Coordinator), GEN Founder
and Trustee Gary Martin, and financial and HR support from Manish Panjabi (GEN’s Finance
Officer).

Working hours:
This role is for 3 days per week with a view to possibly extend to 3.5-4 days depending on
how the role develops. If you are applying from a timezone that is vastly different from the
UK, you will need to be flexible to overlap with the rest of the team’s working hours
(UK/CET timezone).
Salary rate starting at a minimum of £24,000 per annum pro rata will be commensurate with
non-London charity rates in the UK and dependent on the individual’s experience.

Key Responsibilities:
GEN member engagement is at the heart of this role, along with the following responsibilities,
when relevant:

● With support from Nessie and the core GEN team, a chief responsibility is focusing on
GEN member engagement:

- Co-managing the GEN member database (excel spreadsheet), including
member updates and supporting members to update their profiles.

- Reach out to members within the Network to organise peer-to-peer mentoring
- Support the development of the GEN Member Mentoring programme, GEN

Projects and Partnerships.
- Take initiative in suggesting systems for better engaging members and

managing member information (i.e., the GEN member database) and what
online platforms are best suited to provide this feature.

- Proactively engage and communicate with our 500+ network of extraordinary
environmental changemakers with a view to (a) increasing the quality and
impact of our support, (b) keeping them informed of all the ways in which
GEN can support and promote them, and (c) nourishing productive and
life-changing collaborations among GEN members.

● Programme development and implementation:
- Contribute to overall GEN programming with ideas, skills, experience,

organisational savoir-faire and enthusiasm!
- Support the coordination of GEN project packages.
- Support the creation and implementation of GEN partnerships.
- Support the implementation of the GEN mentoring programme.
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● GEN Communications:
- Help refine and implement GEN’s Communications Strategy and Impact

Strategy.
- Support, contribute to and sometimes lead on editorial writing for GEN

community communications, including  GEN Community and ‘GEN in Action’
newsletters.

- Develop and bring new ideas for blogs, GEN In Conversation and GEN Grove
events, and anything else that inspires you.

- Support and contribute to GEN outreach, including curating GEN social media
and website posts.

● GEN Grant Management, Monitoring and Reporting:
- Contribute updates – about member engagement and GEN events - to GEN

Annual Reports and Trustees Reports.
- Contribute to grant reporting as required.
- Further along the line, support with grant management and monitoring to

ensure we are on track with our programme and activities, and liaise with
donors as required.

● GEN Finances:
- Fully understand GEN grantmaking structure and fundraising strategy.
- Contribute to funding bids and fundraising actions as required or inspired.

● GEN Events:
- Support with logistics and coordination for the  Global Environments Summer

Academy (GESA) 2021 as well as Regional Academies, Community Exchanges
and Toolkit retreats, as necessary.

- Contribute to event programming and implementation based on personal
interests, skills and experience.

- Help develop, organise and facilitate online GEN events, such as In
Conversation events, GEN Groves, GEN member workshops and any other
GEN events which emerge.
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