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Management Bureau Assistant 

WSF is a young NGO that will grow within three years to 200 country global organization and  
20 billion USD assets in development projects. WSF aims capacity building to solve climate problems 
and reach Sustainable Development Goals.  
 
Why: 
1. We have to solve the climate problem within 25 years; 
2. We like to solve humanitarian problem at the same time; 
3. Because we like to live in prosperity and pass this through to the next generations.  
 
Currently we are looking for 1 volunteer in de challenging role of Management Bureau Assistant for 
the Head Quarter in The Hague. Initially you start for 2 days which you may schedule at your 
preference and in good coordination with the current team.  
 
The Management Bureau Assistant is responsible for the execution of administrative tasks to support 
the Founder. It is important that you possess customer service skills, along with a proactive and 
positive attitude.  
 
Tasks:  
- Execute administrative tasks; 
- Maintain our network and contact persons; 
- Capturing incoming Mgt Bureau emails; 
- Coordinate invitations for management meetings and reporting ; 
- Create reports and distribute it to the Departments;  
- Support your colleagues 
 
 
Requirements: 
- Experience as an Administrative or Secretarial Assistant;  
- Representative appearance;  
- Good skills in English; 
- Access to a laptop. 
 
Your benefits: 
- Contribute to the biggest challenge of this era: saving humanity and climate; 
- Being part of an organization in fast transition; from volunteers to a fulltime job; 
- International environment in the heart of the international center; 
- Learning on the job about sustainable projects and international cooperation; 
- The target is to offer you a fulltime job and salary within the next 4 to 6 months. 
 
More information: 
For more information, check our website: http://worldsustainabilityfund.nl.  
Your application can be send to: recruitment@worldsustainabilityfund.nl. 
WSF is currently located at the Laan van Nieuw Oost-Indië 252, 2593 CD in The Hague.  
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