Logistics Coordinator: 
Stipend: Q3800 (about USD $475/month) 

Time Commitment: 1.5 years with the possibility of extension or transfer to other jobs within HFH Guatemala 

Job Description: The successful applicant will coordinate the in-country activities of HFH Guatemala’s international Global Village volunteer teams. The assignment will be approximately 10% field work and 90% office work. Responsibilities include, but are not limited to: 
o Organize all in-country logistics for international Global Village volunteer teams prior to their arrival and perform proper team close out 

o Collect all relevant information from team and team leader prior to team’s arrival 

o Use this information to properly plan an excellent build experience for the team 

o Create an accurate budget for team and solicit initial payments to be made in a timely fashion 

o Distribute all relevant information to team and team leader so that their expectations are properly managed before arrival 

o Constantly confirm with team leader that he/she has completed all necessary aspects of being a team leader (has first aid kit, has passed relevant info on to the team, has enough Spanish speakers on the team, etc.) 

o Make all hotel and transport reservations and reconfirm them prior to the teams arrival 

o Coordinate with the local affiliates to make sure that an adequate family and build experience will be available 

o Read and answer all email correspondence in a timely fashion. 

o Prepare a Field Coordinator Package for the person in charge of accompanying the team, completely and accurately passing along all logistical information 

o Update all calendars and shared documents accurately and in a timely fashion 

o Collect close out information and do a proper close out of team, processing evaluations and entering data into the database 

o Check budget and solicit final transfers to our providers 

o Support staff when necessary 

o Accompany teams when necessary 

o Assist with large teams and events 

o Make reservations for other Habitat staff members when necessary 

Requirements 
o Spanish proficiency and English fluency. You must be comfortable translating in either direction between families, masons, doctors, providers, Habitat staff, and team members, possibly in emergency situations. You must be able to easily understand and be understood via email, in person, and on the phone. 

o Excellent email communication and writing skills 

o High level of professionalism with team leaders, colleagues, and providers (hotels, restaurants, etc.) 

o Ability to use Excel to create an accurate budget for each team and execute that budget 

o High level of personal organization and ability to multi-task 

o Willingness to travel extensively within Guatemala using all forms of public transportation 

o Attention to detail in processing evaluations and team information 

o Willingness to live in/near and work in Antigua, Guatemala 

o Commitment of at least 1.5 years 

Preferred Experience 
o Extensive knowledge of Excel and making budgets 

o Experience in event planning or trip planning 

o Experience living in other Spanish-speaking countries 

